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«ee THE MODERN FILE 


More and more buyers of filing equipment are 
making Rock-a-File their choice because only 
Rock-a-File meets the challenge of modern busi- 
ness requirements. They know that point by 
point, Rock-a-File offers proven superiority over 
ordinary files that means easier, faster, more 
economical filing. 


CA othe ers, see epee 
"i ? es 


ah LS eae 


setae 5 72 EG Sie Pree § bn hE aS oe 


Check Rock-a-File’s outstanding fea- 
tures—prove to yourself that Rock-a- 
File is the logical choice for you. 


COMPLETE ACCESSIBILITY —Entire contents accessible 
to two or more persons at once. All compartments can 
remain open. 


SPACE SAVING—Requires up to 40% less floor space 
than ordinary files of same capacity. Can be used in 
alcoves, corridors, etc., where ordinary files are 
impractical. 


TIME SAVING—Open compartments do not block ac- 
cess to others in cabinet. No waiting to get at contents. 


Rock-a-File is available in standard letter and 
legal sizes in a choice of popular finishes. Write 
for folder giving complete details. 


LESS TIRING—No heavy pulling and pushing. Compart- 
ments “rock” open and shut effortlessly. Fewer openings 
and closings—and each one far easier. 
ECONOMICAL—Supplies last longer. Folders slide in 
and out sideways. No more "“Cramming down” folders— 
no more mutilated tabs and guides. 
TOPPLE-PROOF—OPEN compartments project only 
slightly (7% inches in largest model)—gravity center 
always within framework. Even heavily-ladened com- 
partments “rock” open and shut easily. 
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SECRETARY: “But Mr. Black, we can never get 
them typed and checked in that time!’’ 


BOSS: “Don't type them individually. Use the 
duplicator instead and you can run off the whole 
job in half an hour.” 


When you get a hurry-up call for several typed 
copies of a job, there’s no need to throw your typists 
into a turmoil to get carbon copies. Put your dupli- 
cator to work, and have one girl run off all the copies 
you need on Hammermill Duplicator paper. The job 
takes practically no time at all, because there’s only 
one typing and one checking... and every copy is 
accurate. 

By using Hammermill Duplicator you get more 
clear copies from every master sheet. It runs well on 
either gelatin or spirit machines. And when used with 
Hammermill Master Paper on the spirit duplicator, 


LOOK FOR THE WATERMARK ...ITIS 
HAMMERMILL’S WORD OF HONOR TO THE PUBLIC 


: 


duly. 1949 


OFFICE MANAGEMENT 


Send coupon today for FREE Test Packet 


it is an exceptional economizer of contact fluid. You 

can get Hammermill Duplicator in white and 6 

pleasing colors. | 
Test Hammermill Duplicator in your own office. | 

We'd like you to test Hammermill Duplicator in your 

own office—free. Simply attach the coupon below to 

your business letterhead and mail it to us for the 

100-sheet trial packet, and a sample book of Hammer- 

mill Duplicator. If you’d like, we’ll also send you a 

copy of “‘Duplicator Facts,’’ the Hammermill idea- 

book that contains a handy time-saving check-list 

for improving your duplicator work. 


a 


Hammermill Paper Company, 
1471 East Lake Road, Erie, Pa. 


- FREE 
Duplicator sheets and a sample book. (Check here _] if you’d 
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a sample packet of Hammermill 


Name 


Position 


(Please attach to, or write on, your business letterhead 
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First choice of American Business 


ORE people use the 1600 line of GF metal desks than 

any other desk in the world. Large corporations. small 
businesses and professional men all find satisfaction in the 
utility, flexibility, strength, long life and fine appearance 
of GF metal desks. 

Drawers never stick or bind. Joints never loosen. Edges 
never splinter. Top is smooth, resilient Velyoleum—the ideal 
writing surface. Finished in lustrous gray with anodized 
aluminum trim, they have an eye appeal that will delight 
you. They resist fire, moisture, vermin and time. Their price 
makes them an unusual value. 

Find out what these desks can do for you and your office. 
Write for illustrated folder and the name of our nearest 

= branch or dealer. The General Fireproofing Company, 
Department M-7, Youngstown 1, Ohio. 


GENERAL 
FIREPROOFING 
Foremost in Molal Business Famniture | 


® 
Desk illustrated is GF metal desk No. 1660F. 


of GF metal furniture — 
desks, tables, chairs, files 
and shelving 
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The Individual Counts! 


% IN that excellent little paper, Net Results, published by 
the internationally-known management engineering organiza- 
tion of H. A. Hopf & Co., at Ossining, N. Y., H. A. Hopf, 
founder of the organization, wrote a piece a few years ago 
under the title “You Cannot Divide Personal Talent.” If one 
were seeking to sum up the most significant contribution 
which Mr. Hopf made to modern management in his out- 
standing career, recently ended by his death, it was his char- 
acteristic insistence upon the importance of the individual. 

In all that Mr. Hopf did in advancing good management, 
he lost no opportunity to emphasize that it is men and women 
rather than policies with which management has funda- 
mentally to deal. Strong in his faith in human capability, he 
sought to provide within the frame-work of management the 
utmost opportunity for that capability to reveal itself. 

In the little article referred to, he discussed the replace- 
ment of a great executive by another man brought in from 
the outside at a magnificent salary. The stockholders ap- 
proved that salary because the man had in him the qualities 
which they wanted and they could not have obtained the same 
results by hiring two men for half the sum each. 

“You cannot add to or divide personal talent,” wrote Mr. 
Hopf, putting into axiomatic form a sterling bit of advice to 
those in the field of management who let the Plan overshadow 
the Man and leave no opening for ability, talent, or even 
genius to come to full productive flower! 
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Selling 5 


when you sell National Business Show prospects through th 


October OFFICE MANAGEMENT AND EQUIPMENT SHOW Issu; 


LOWER SELLING COST because office 
executives who influence or decide the 
purchase of office systems, methods and 
supplies will be interested in the National 
Business Show at Grand Central Palace, 
New York, October 24-29. These office 
executives can be reached at about 2c a 
call. 


LOWER SELLING COST because OF- 
FICE MANAGEMENT gives manufac- 
turers three-fold selling at the lowest price 
per call—before the Show when buyers 
are planning what to see. During the 
Show when OFFICE MANAGEMENT 
will be on hand with a condensed picture 
of Show features and new product news. 
After the Show when office executives 
will consult OFFICE MANAGEMENT 


NO INCREASE 
IN RATES. 


FORMS CLOSE 
SEPTEMBER 10 


again to remind them of the products thy 
interest them most. 


LOWER SELLING COST because OF. 
FICE MANAGEMENT will sell thos 
buyers who are unable to attend the Show 
This is an extremely important feature ¢) 
your selling campaign . . . to reach tk 
distant or stay-at-home purchaser as we! 
as the Show visitor. 


LOWER SELLING COST because Of. 
FICE MANAGEMENT gives your adve: 
tisement a 1,000 copy bonus circulation 
at the Show. These 1,000 extra “calls 
have been established by advertisers a 
outstanding new business getters. 


LOWER SELLING COST because ther 
is no other selling medium that concer: 
trates exclusively on the nation’s offi 
executives. Even your salesmen mus 
diversify their calls. But OFFICE MAX. 
AGEMENT was created for office execu 
tives, is edited for them, goes directly « 
them—10,000 of them—every month. 


Your prospects are the men in office maw 
agement. 
MANAGEMENT —“the office executive’ 
own magazine”. 
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ine of A.B. Dick 
Mimeograph 
stencil Sheets 


Forevery purse... forevery purpose! The originator of the famed mimeograph process, 
A. B. Dick Company, now brings you the benefits of years of experience, research, and 
testing. Here’s acomplete line of stencil sheets that make possible more uses and better 
duplicating at lower cost! Now more than ever, mimeographing is BALANCED duplicating. 

Call your nearby A. B. Dick distributor—he’s listed in the Where-To-Buy-It pages 
of your phone book—or write to the address below for full information on these stencil 
sheets. For use with all makes of suitable stencil duplicating products. A. B. Dick Com- 
pany, 720 W. Jackson Blvd., Chicago 6, Ill. 


A. B. DIC K—the first 


in mimeographing 


ee 


USES 


ADVANTAGES 


SIZES 


For medium or short runs of straight typing work. Gives good repro- 


Low cost makes it practical to mimeograph many jobs 
heretofore neglected. Soft green color is easy on the 
eyes—helps in preparing and proofreading 


Legal, letter, 
note, and specials 


Low cost combined with versatility. Rich blue color 
makes proofreading easy. Truly an inexpensive, high 
quality, all-purpose stencil sheet. 


Legal and 
letter 


Cost only slightly higher than 1100 Series. Clear yellow 
color gives high visibility for proofreading. Colored cush- 
ion sheet gives a proof, or “flash” copy on the backing 


Legal, letter, 
note, and specials 


Amazingly easy to get excellent typing results. Reduces 
chances for errors due to erratic pressures. Characters 
stencilized in broad, clear lines. Equally effective for 
short, medium, or long runs. 


Legal and 
letter 


A tough stencil sheet to stand heavy typewriter use, 
yet versatile enough to take fine drawing, lettering, or 
line work. Attractive yellow with black cushion makes 
proofreading simple. 


Legal and 
letter 


The king of them all. Proved by years of top service in 
many fields. A few or thousands of copies perfectly 
duplicated. Simple to proofread. Easy to work with. 
Midnight blue helps the eye. 


Legal, letter, 
note, and specials 


acta duction of all standard typewriter faces. Will handle signatures and 
some drawing, but extensive stylus work not recommended 
1100 Also for medium or short runs, but can handle long runs. Sharp char- 
Series te! reproduction. Effective for lines, shading, drawing, handwriting, 
or any Mimeoscope (R) work. 
1000K The top quality stencil sheet for typing. Excellent for systems and pro- 
Sietes cedures work. Will take signatures and handwriting too. Can produce 
a few, a few hundred, or thousands of copies 
A satin film-covered all-purpose stencil sheet that gives extremely high 
2200 readability. Characters are reproduced clearly and boldly. Handwrit- 
Series ing stylus No. 469 can be used with film on. Drawing, lettering, and 
shading are done with film removed. 
Another satin film-covered stencil sheet that gives first-rate results 
2300 with all standard faces of type. Handwriting stylus No. 469 can be used 
Series with film on. When film is removed, characters and line work are 
Slightly finer. 
Unexcelled for all uses. Superior character reproduction of all stand- 
900 ard type faces. Clear copies of handwriting, lettering, ruling and draw- 
Series ing. Excellent for tracing, for forms and systems work. The finest 
Stencil sheet for any mimeograph work. 
July. 1949 
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How aptly this fine old slogan applies to Ace Stapling Equipment. 
When you buy Ace Staplers, you are buying a machine that will give 
life-time satisfaction, that is built with watch-like precision, from 
the finest materials, by skilled workmen. 


To match the fine, enduring qualities of an Ace Stapler, you will 
) ea aan want Ace Staples. In the production of these Staples only premium 
quality wire is used, absolutely uniform in size, strength and temper. 
That is why Ace Staples have such unusually high tensile penetrating 
strength. Always ask your dealer for ACE Staples. 


SOLD THROUGH DEALERS ONLY 
a i H f 
2 


re z2 

i 

f 

/ 

RE SEE i i : ; 

| FIG. 1 shows cross section of on AlL- FIG. 2 shows the ALL-ROUND wire 
ROUND steel wire. Ace uses only premium, ofter being treated by the ACE PROCESS. 
precision mode, occurotely drawn-to-size This gives maximum strength on the outer 
steel wire. edge where it is most needed 


e CHICAGO 13 
IN CANADA @ ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
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Only three seconds average 
to return one slide and posi- 
tion the next set of records. 
No reaching. No lifting. No 
stooping. No shifting back 
and forth. 


In goes one slide 


Free booklet KD 505 gives you all details 
on this sensational new equipment. Ask 
our nearest office, or write to Systems 


Div., 315 Fourth Ave., New York 10, N.Y. 
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THE FIRST MECHANIZED 
VISIBLE RECORD SYSTEM! 


GREATER CLERICAL OUTPUT 
PER HOUR AND PER DOLLAR! 


It’s a file. It’s a desk. Both in one automatie unit. 
No lost time or motion. More work done with less 
effort. less fatigue. less employee turnover. And a 


new low in the costs of keeping your records ! 


The records, in convenient slides. are posi- 
tioned automatically at a uniform, desk-height 
working level... just by pressing an index key! 
You get all the famous advantages of Kardex 
visible indexing and signaling, plus greater efli- 
ciency than ever before! 


Suppose this means a boost of only 30°, in the 
output of a $40-per-week clerk. You gain an easy 
$600 per year! 


PS: You save office space, too. ROBOT-KARDEX 
gives you 4020 complete sets of visibly- 
indexed 8” x 5” records in 13.4 sq. ft. of floor 
space, including operator's chair—59% more 
per sq. ft. than with Standard Kardex. 


Out comes another 


Soe 


Ready for ACTION! 


J . e 2 omar : a 3 — 7 og bd cs d 1 a ‘ By 2 = same yt" < Pee — Wig. tis ees 
‘| REMINGTON RAND Aunouuces q 
“- 
| . ee | 
| i ¢ 
| y. & 2 ; 
| G a < & esk-leve| | 
| =z ie . ficiency, | 
i) Gn q 
. -—. \ eS ' -" “ lil ial a 4 i $ | # is 
, Se . WN ; ae 
ft Se 2 a f 2 YU 5 “ ee 
A de ti, —— ™~ : A Fu, nee 
| ~~ | N CK g 
; - “ “te 7 ~ _ wa te me > 
= xg Oe . a _— 7 
Press index key ra, . = <> | 
~ , es >< Vy ‘4 \:. . 
| arr, ~~ | 
* m on g ~ = GF YY Copyright 1949 by Remington Rand Inc, 
a eer sie <% i. | 
Nee we 6 | ~* “Aha 3 
7 . we CZ, ‘ | 
y \ cS e : | ™ ” < 
~ . * ‘Z iy. 
wes Reminglon F< i, = | 
EAL tHe FIRST NAME IN BUSINESS SYSTEMS . 
1949 July. 1949 ee ° 
—- | rd 2 ee 6 ee We fg 


~The BROWNE-MO 
\ Glider Fil 


outstanding features 
greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It’s an 
important part of your business and a measurable 
cost of your business operation. 

Browne-Morse Glider Files help to increase ithe 
F. Q. of your filing department. Only a 52 ounce 
pull is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: — 


The extension arir 


Patented channels and extension 
slides permit the installation of 
inserts in all openings by any- 
one without the use of tools. 
Automatic locks may also be in- 
stalled in the field. 


Architects of Efficiency for America’s Office 


MUSKEGON ad ro wn e = M O r S e MICHIGAN 
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on Browne-Morse files carry a fully loaded drawer swiftly, silently 
and easily on six case-hardened steel balls strategically fitted into the extension arms 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
a Bd ° Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
gliding action “ : 


raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


Write for the com- 
plete new bulletin 
on the Browne-Morse 
Glider File. Learn 
how you can in- 
crease the filing quo- 
tient and cut costs of 
your filing operation. 


July, 1949 
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KEE |x, 


THE ORIGINAL NON-GREASE CARBON PAPER 


Always the Best in All Climates 
Does NOT Dry Out! 


DEPENDABLE IN OVER 
1000 COATINGS IN 


Typewriter Carbons and Billing Carbons in 
5,7, 8, 9, 10, 11, 12, 13, 15, 20 Ib. weight 
Duplicating Carbons 


4 


Sales Book Carbon 


Duplicating Units 
plain or printed 


Stripe Carbon 
All sizes 


Pencil Carbon Copying Carbon 


Pen Carbon Carbon sewed in 


Hectograph Carbon binders 

Pattern Tracing 
Carbon 

One Time Carbon 


Printer's Carbon 


Reverse Stripe and 
2-Color Stripe 


Full or Both Sides 
Coated 


CARBON ROLLS FOR 


Vari-Typer Executive Writing 
Burroughs Hectowriter 

Elliott Fisher Tabulating 
Autographic Registers Teletype 

Elliott Addressograph Tally Rolls 

All Photostatic Sunstrand 


| Alphabetical Printer Laundry Marking 


* 


Kee Lox Dupli-Pax for |.B.M. and Fanfold 
Continuous Forms 


Send for Free Samples for any experiments or tests you 


desire to make at any time. We consider it a favor to serve. 


KEE ox, 


MANUFACTURING CO. 
ROCHESTER 1, N. Y., U. S.A. 


EXPORT DEPARTMENT: Rochester 1, N. Y., U. S. A. 


Sms gun cum Gun eo Gn Gee eED Gan aD 


July. 1949 
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SELF-INKING RIBBONS FOR 
ALL MACHINES AND SYSTEMS 


Multilith Lithograph 
: Addressograph Multigraph 
Dupligraph Teletype 
Speedaumat Stamp Ribbons 
Burroughs Hectograph 
Allen Wales Writerpress 
: poco oe 
it 
Checkwriters Tabulating 
Dalton ' 
All American 
Sunstrand Typewriters 
All 1.B.M. Machines All Foreign 
Time Clock Typewriters 


CARBONS in Black, Blue, Purple, Red, 
Green, Brown, Orange, Yellow 


Over 40,000 Different Varieties of Widths 
and Color Inkings 


Kee Lox Service to the Public in the U. S.A. 
through 35 Direct Branches 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. 


Please send free samples of Carbon: 


Ns TINY eainccceventintncisanuiiednmancaioies UD es saitavissicsicwvecotin’ 
WE CIID sconssccincndectinnces copies at one writing and use a 
scdhactnsorinbansemindpescdaescbiseepedacnsndiumiiamanmiotaneens Machine. 
Ribbons. We are interested in ............ jssibedinaenendalipyinbnnesttiats Silk 
I cistinsncscsinisiitnipiciteniniemai RE machine. 
(Samples of work of different inkings will be sent.) 
a ES a ne TT ee 
IS  iileicleisienesasietiaptenensatrieetedanlaneasibaaanieepadeasaitigsieiiahicinmendeiaalbiiitdy 
PI aaiiaiecitintst vas sacktncanietpsevacodindneincsngntenlinseiaadianageicaniiinnaidaabiangie 
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Walden Robes fran 


They Correct Mistakes in Any Language 


At Your 
Stationer 


No. 399 TRI-PLY — for typists 
CENTER PLY — soft gray 

ink and type eraser 

OUTER PLIES — red rubber, 
for all general erasing 


No. 235 CORAL — Versatile coral pink 
soft ink eraser; bias beveled for erasing 
details; broad flat surfaces for cleaning. 


WELDON ROBERTS RUBBER COMP 


“res 25 Maw Serene et if 


Improve Writing Efficiency 
in Your Office 


with Sengbusch 
Handi-pens 


The standard Sengbusch desk-set line gives you 
the utility and apperance that please 
both routine workers and demanding executives 


They appeal to busy executives and professional people— Have famous “Capillary Action” inking principle — Hold 
Smart, dignified Handi-pens make a big impression on all 6-months’ supply of ink. Thanks to the scientific Sengbusch 


who see them. 


efficient instantaneous writing service. 


In addition to good looks, they offer smooth, method of inking, there is no ink deterioration or waste; the 


Ideal for the entire office force—These efficient desk sets, last drop of ink 8 the See 28 fresh as the Sirst. 
with their effortless writing, save time and eliminate dis- Let these practical writing features save you time and 
turbing annoyances such as constant refilling, clogging, bother. Standardize on Sengbusch Handi-pens—order from 
flooding. They are reasonably priced. your stationer today. Write for circular. 


SELF-CLOSING INKSTAND CO. 179 Sengbusch Building, Milwaukee 3, Wis. 


A Complete Assortment of Bases to Choose From 


OFFICE MANAGEMENT AND EQUIPMENT 
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7" you can eliminate most delays — periods of high-tension 
waiting while a file is being brought to your desk. How? By 
using modern up-to-date INVINCIBLE steel files with features de- 
signed to make the file-clerk’s job easier, faster, more efficient. 
INVINCIBLE files with their easy-rolling, quiet-operating drawers, 
their real finger touch operating compressors do just that. Features 
like these that mean drawers open quickly to their full length — 
files, invoices, cards, checks, ledger sheets are withdrawn or inserted 
instantly and easily. 


What's more, the sturdy all-welded heavy gauge steel construction 
of INVINCIBLE files means long life, without warping or twisting. 
These time-saving features, plus rugged construction, mean down- 
to-earth economy — substantial savings in seconds and minutes 
when the file is used — lower depreciation costs on file life. 


Next time you are looking for filing or steel office equipment, it 
will pay you to call your nearest INVINCIBLE dealer. Let him show 
you how low-cost, high-efficiency INVINCIBLE steel files can serve 
you better. See the entire INVINCIBLE METAL FURNITURE LINE of 
desks, files, counters. See how matching colors and " Modernaire”’ 
design can make your office — no matter how big or small — a 
better place for business living. Write for his name today. 


METAL FURNITURE CO., MANITOWOC, WIS. 
July. 1949 


Here’s how INVINCIBLE 
FILES help you cut down 
Delay—Improve Efficiency 


FINGER TOUCH COMPRESSORS 
POSITIVE LOCK 


Filing of letters is a faster, more 
efficient routine with the new 
Invincible positive locking com- 
pressor. This new compressor 
pulls up tight, locks securely, 
holds firmly — yet, unlocks 
quickly under a slight pressure 
of the fingers. Sliding motion is 
smooth and even. 


surplus strength for a maximum 
drawer load. Drawer may easily 
be removed by raising it off the 
suspension. Ball bearing rollers 
combined with free-floating rol- 
lers assure smooth rolling action 
at the slightest touch. Drawers 
close silently on cushioned stops. 


HANGING FOLDERS 
OPTIONAL SPECIAL ARRANGEMENTS 


Rails and rear uprights for hang- 
ing folders are optional. When 
specified, drawers can be fur- 
nished with five sway blocks in 
lieu of compressor unit in both 
letter and legal size drawers. 
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If You Are A Manufacturer of Office Equipment... 


YOU WANT 
HIS EAR 


He is an office executive — one of the 10,000 OFFICE MANAGEMENT 
AND EQUIPMENT executives in the nation who influence or decide the 
purchase of office methods, systems and equipment. 


He is an OFFICE MANAGEMENT reader — because OFFICE MAN- 
AGEMENT is the only business magazine devoted exclusively to his 
interests. 

He buys through OFFICE MANAG EMENT — because this publication 
is his authority on improved office layout, systems and methods, new 
products, and the most advanced information affecting his duties. 


He is a volume customer. 


He is your customer—when you sell through OFFICE MANAGEMENT, 
“the office executive’s own magazine.” 


OFFICE MANAGEMENT 
and Equipment 


The Office Executive's Own Magazine 
212 Fifth Ave. © MUrray Hill 9-4411 © New York 10, N. Y. 
Geyer Publications—Business Magazine Publishers Since 1877 


GEYER PUBLICATIONS—Est. 1877, Publishers of GEYER'S TOPICS, OFFICE MANAGEMENT AND 
EQUIPMENT, THE GIFT and ART BUYER, SPORTS AGE and Trade Directories. 
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LIFE 

SATURDAY EVENING POST 

. COLLIER’S 

As Advertised In TIME 

NEWSWEEK 

AMERICAN MAGAZINE 

NATIONAL GEOGRAPHIC MAGAZINE 


The Fountain Pen That Lets You Choose 
The Right Point For The Way YOU Write 
The Right Point For The Job YOU Do 


An Esterbrook Fountain Pen gives you the world’s largest 
variety of points to choose from... from extra fine to extra 
broad ... from flexible to rigid. There are special points, too, for 
shorthand, bookkeeping, posting, manifolding, counter writing. 
and every other business-writing need! And the price of Esterbrook 
Fountain Pens is as economical as the pens are efficient. 


Deluxe Pen 
53 and up 


TO SELECT OR REPLACE 

..» HERE'S ALL YOU DO...In case of damage you 
can replace your favorite 
numbered point yourself—in- 
stantly—at any pen counter. 
Renew-Points 35c and 85c 


Estabrook 


FOUNTAIN PEN 
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POSTAL SCALES 


iling 
lete line of office mat 
™ ie the market today. 


5 — Capacities 2 Ibs. to 50 lbs. 


Four model 


Model 1546—List......$4.95_ 


A handy desk scale, case 
made of durable, heavy 
Lustron plastic. Capacity 
2 Ibs. by 1 ounce. Com- 
putes postage for air and 
first class mail, and for 
merchandise up to 2 Ibs. 
Large dial. Platform 2’ x 3”. 
Dimensions overall 51/2" x 
24" x 62". Packed one 

to a carton. Shipping 

weight, 11% Ibs. 


Model 1509 


The postal scale for 
average office use. Ca- 
pacity 5 Ibs. by 2 
ounce. Computes 
postage for airmail, 
first class and mer- 
chandise up to 4 Ibs. 


Dial 612’, glass covered. 
Platform 51/2" square. 

Dimensions overall 6/2" x 
6/2" x 92". Packed one 


to a carton. Shipping 
weight, 5 ibs. Z 


Model 1530 
ae $8.50 


Parcel Post Scale. Capac- 
ity 25 lbs. by 1 ounce. 
Computes postage for 
merchandise up to 25 Ibs. 
for all postal zones. 
Dial 61/2"’, glass covered. 
Platform 51/2" square. 
Dimensions overall 61/2’ 
x 6/2" x 92". Packed 
one to a carton. Shipping 
weight, 5 Ibs. 


Model 1515 
Fae $10.50 


Parcel Post Scale. 
Capacity 50 Ibs. by 
2 ounces. Computes 
postage for merchan- 
dise up to 50 lbs. 
for all postal zones. 
Dial 8’, glass covered. 
Platform 7” square. x 
Dimensions overall : 

8” x 7Y2" x 10”. Model 
Packed one to a carton. 

Shipping weight, 81/2 Ibs. 1515 


micagot 
a) TRacd Sa 


Dealer advertising electros, mats or display cards available on 
request. One and two column plates 75 lines high. 


Consumer stuffer available for dealer use. Contains illustrations 
and descriptions of four scales, also revised domestic postal rates 
effective January 1, 1949. 


Order from your supply house 


HANSON SCALE ig | 


_ 525 North Ada Street, Chicago 22, Illinois — 


the most direct way to address 
direct mail 


EUREKA) 


DUPLISTICKERS 


the 

direct mail 
mainstay 
of the country’s 
largest firms 


Eureka’s original Duplistickers and Mail Aids offer 
the simplest, fastest and most economical method of 
addressing direct mail pieces! Perfect register, espe- 
cially made paper for clear carbons, a wide choice of 
sizes and colors, a minimum of perforations: all of 
these combine to make Eureka’s original Duplistickers 
the most direct way of addressing direct mail — in 
ee 

the most economical fashion! ~ a) 

Accept no substitute! For a 


” 
| 
best results, insist on the ; 
original Eureka Dupli- ; 
! 
i 
I 


Aids! 


l 
| 

| 

stickers* and Direct Mail 
I *Reg. U.S. Pat. OF. 

= 


EUREKA SPECIALTY PRINTING CO. Scranton, Penna. 


| 
\ 
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finer 
reproduction 


BLANKETS You get finer, sharper reproduction— 
copies that have the clearness and 
sparkle of fine printing—when you 
equip your office printing machines 
with Mercury accessories. These ac- 
cessories are manufactured in the 
world’s largest plant devoted exclus- 
ively to rollers and blankets for the 
graphic arts. They are built by the 
same methods and of the same mater- 
ials as rollers and blankets used on 
giant multicolored presses. Their 
superiority is proved by the profession- 
al appearance of every job you turn 
out. 


ae ll ee ok ee ee ae 5 mw 


RAPID ROLLER COMPANY | 


> a oe 6 
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BLUEPRINT FOR SAVING 


The answer, of course, is you. When you figure From the efficient layout of the easy-sliding 
your salary by the hour it makes impressive drawers to the restful Neutra-tone gray color, 
reading—and is the best reason for surrounding “Y and E” equipment works with you. It makes 
yourself with working tools that save you time. your time more productive. It helps you sell your © 
“Y and E” functional office equipment is de- ideas—because the appearance of a "Y and E” 
signed to make it easy for you to get things done. office reflects your good taste and success. 


Mokers of Quality Filing Systems and Supplies 


1045 JAY ST. ROCHESTER 3, N. Y., U.S. A. 
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MAINTAINING 
OFFICE 

ORGANIZATION 
MORALE 


By Christian E. Jarchow 


Vice-president and comptroller, International Harvester 
Co., Chicago; chairman of the board, Controllers 
Institute of America. 


*% THE PROBLEM of maintaining office morale 
is not greatly different from the related problem 
in any other department. There are perhaps some 
points of particular importance to office person- 
nel, such as maintaining definite lines of promo- 


@ THE AUTHOR of this article is one of the 
contributors to the symposium, Controllership in 
Modern Management, sponsored by the Con- 
trollership Foundation, Inc., and published re- 
cently in book form by Richard D. Irwin, Inc., Chi- 
cago. Other topics covered include problems of 


Christian E. Jarchow 


controllership organization, selling employees on 
standards and controls, communicating facts to 
management, manufacturing cost accounting, mar- 
eting and administrative cost accounting, the role 
of the annual report in a company's public rela- 
tions, and other related subjects. The 241-page 
book is priced at $4 a copy. 
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\. Devaney, Inc., N. ¥ 


“Organization consist of people—" 


tional sequence and promoting from within the 
organization whenever possible. Morale in the of- 
fice is improved if the employees in general feel 
that the company will not go outside the organiza- 
tion, except in very unusual cases, to get men to 
fill vacancies. 

Generally speaking, the controller can help im- 
prove morale if he makes it clear that his key 
men are on their own with respect to details— 
with freedom to initiate, adapt and execute, 
within limits set by broad objectives. This helps 
to engender enthusiasm. He should go to bat for 
his subordinates when circumstances make it nec- 
essary or desirable from their point of view, pro- 
vided it is justified from his point of view. This 
stimulates loyalty. He can avoid the humiliating 
and disorganizing effects which come from jump- 
ing lines of authority in his organization. The 
controller who always respects established lines 
of authority will be far less likely to encounter dis- 
ciplinary problems. 

A prime consideration in morale is the estab- 
lishment and maintenance of equitable salary 
rates for the various positions. Fundamentally, 
the principles of salary administration are ex- 
tremely simple, i.e. that salary levels of a company 
should be comparable with those of other com- 
panies in the community for similar work, and 
that individual position rates or ranges should 
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be in the correct relationship to the rates 
or ranges of other jobs in the company. 

Job evaluation is not a one-time task; it is a 
continuing duty. Jobs change somewhat as they 
are filled by different men, and they must be re- 
evaluated from time to time. Job evaluation rep- 
resents an effort to arrive at fair compensation 
policies—fair to the organization for amount and 
quality of work expected, and fair to the individ- 
ual, taking into consideration his effort, loyalty, 
and degree of accomplishment. It should result 
in heightened morale in any office, because it sub- 
stitutes careful study and planning for what is 
sometimes arbitrary judgment. Moreover, the 
elimination of awkward inconsistencies which 
sometimes exist under an arbitrary job-rating 
plan facilitates an orderly and logical relation- 
ship of each job to every other job. Transfers 
and promotions can be made with a minimum of 
difficulty where good job evaluation exists. 

Some companies which seem to have done a 
good job in position analysis have assigned num- 
bers to clerical positions and ranked them in log- 
ical order in the salary range set-up. This grading 
is suggestive of the logical lines of promotion and 
personal development, and should be of help in 
indicating to employees what those lines of pro- 
motion are. 


Using organization charts 

Employees will attain maximum personal ef- 
fectiveness only when they are in a position to 
know at all times just where they fit in the organ- 
ization. There should be no doubt on the part of 
any employee as to the person to whom he is re- 
sponsible. Consequently, it is important to estab- 
lish organization charts, showing the lines of re- 


plan 


sponsibility and authority. It is also important to 
keep these up-to-date by frequent revision and re. 
issuance. 

In the large company, it is not practicable to 
attempt to put everything on one chart, and the 
principal organization chart in such cases may be 
nothing more than a summary. However, this 
can—and should—be supplemented with divi- 
sional charts, plant charts, and even charts for 
sections of departments within a plant. The lat- 
ter can be made sufficiently detailed to show many 
of the minor positions, thereby enhancing their 
importance in the eyes of their occupants. This 
is undoubtedly a morale-builder. 

Periodic reconsideration of organization charts 
provides an opportunity for a review of the or- 
ganization at set times, both of the prevailing 
lines of authority and of the men who fill the va- 
rious positions. This can be of much value in 
suggesting to the reviewer weak spots or situa- 
tions requiring remedial action, which might 
otherwise be overlooked or unduly delayed. There 
is always a danger that changes in the organiza- 
tion and in the functions may have disrupted the 
lines of authority, thereby rendering the plan ob- 
solete. 

Parenthetically, it should be stated that charts, 
in themselves, cannot be expected to reveal the 
precise manner in which the various parts of the 
organization should function, or the exact rela- 
tionships which should exist between the individ- 
uals involved. In themselves, they cannot over- 
come any organizational difficulties which may 
exist. However, charts are a definite help in de- 
termining whether all functions of the accounting 
department have been provided for, and whether 
there are any functions that should be transferred 
to some other department. If charts are kept up- 
to-date through regular reviews, they can serve 
as an indispensable aid in properly perpetuating 
an organization plan. 

(Turn to page 24) 


ANNOUNCING A PENSION PLAN 


PENSION PLANS are very much in the news these days. A 
great deal of thought and effort goes into their making, and too 
often not enough thought and effort to effective presentation 
and explanation of them when they go into effect. Pictured 
here is the excellent way in which Boorum & Pease Co., Brook- 
lyn, N. Y¥ 
leaf forms, explains its pension plan to its employees. Measuring 
6 by 834 inches in size, and attractively printed and illustrated 
on high quality paper, the booklet explains the workings of the 
fully in non-technical language. Offered to Boorum & 
Pease Co. employees without any cost to them, the pension plan 
is retroactive, covering all employees regardless of the time 


.. well-known manufacturer of blank books and loose 


they have been with the company. 
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In the new Western Home Office building of Prudential Insurance Co. of America, Los Angeles. 


OFFICES FOR INSURANCE 


What are the basic requirements? 


% NO BUILDING erected for such a special ad- 
ministrative purpose as life insurance operation 
can be considered adequate unless it has a number 
of special features developed and tested during 
the past twenty vears, Harold C. Pennicke, man- 
agement consultant of New York, told the recent 
1949 spring conference of the Life Office Manage- 
ment Association at Chattanooga, Tenn. 

Among the features which Mr. Pennicke listed 
were an under floor electrical service which per- 
mits access to telephone and power connections in 
almost any required location; sound-absorption 
treatment at least in all open work-areas and pref- 
erably in the private offices as well; a properly 
designed fluorescent lighting system which will 
provide from 35 to 50 or more foot-candles at desk 
level; properly located and wholly adequate wash- 
room facilities, and at least mechanical ventilation 
for all large work areas and air-conditioning if 
the locality or other conditions require. Also es- 
sential for an adequate life insurance office build- 
ing, Mr. Pennicke said, are the minimum number 
of columns in open work-areas consistent with the 
practical problem of construction cost; the mini- 
mum amount of built-in-partitions, the remainder 
of the demand for private offices to be supplied 
with movable partitions; automatic temperature 
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controls for each room or area; ceiling heights 
which are in proper proportion to the size of the 
largest work areas, and floors sufficiently substan- 
tial to carry the concentrated weight of modern 
office machinery and other heavy equipment. 

Declaring that only a comparative few Amer- 
ican business corporations are operating with a 
clerical efficiency of even 60 percent of potential 
possibilities, Mr. Pennicke blamed layout and 
building facilities as an important contributing 
factor. Working in cramped, noisy, inadequately 
lighted or ventilated offices cannot produce effi- 
ciency, he said, nor will satisfactory production be 
obtained if employees are continuously inter- 
rupted in their work because of inadequate com- 
municating facilities or because their location does 
not conform with work flows. 

In discussing a number of special problems 
faced by insurance companies and management 
experts, Mr. Pennicke said that in his opinion in- 
stallation of air sterilization facilities should be 
undertaken at present only upon a purely experi- 
mental basis. He said that more startling and ef- 
fective discoveries are possible within the next 
few years, which will undoubtedly make any pres- 
ent devices at least obsolete if not entirely worth- 
less. 
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ABOVE: Prior to modernization in the offices of the United States Guar- 
antee Co., illumination was furnished by incandescent type lighting fixtures 
suspended on stems from the 10° 5" ceiling. Each fixture contained one 
200-watt bulb shielded by a semi-indirect glass bowl. The general, over-all 
level of light from this installation was approximately one-third of that 
given by the new installation. 


BELOW: With the new lighting installation. 
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BETTER LIGHT FOR BETTER WORK 


at United States Guarantee Co. Offices 


* DESPITE a beamed ceiling, streamlined fluor- 
escent lighting fixtures set in continuous rows 
give a high level of evenly diffused illumination 
throughout the newly redecorated offices of the 
United States Guarantee Co., at 90 John St., New 
York, and facilitate a maximum use of desk space. 

Installed throughout the entire open-area un- 
derwriting section, the fixtures extend over the 
glass partitioned private offices and into the re- 
ception room to the executive offices, to provide 
evenly distributed light throughout. 

Designed by William Hayman, commercial en 
gineer of Sylvania Electric Products, Inc., the in 
stallation in this open-area underwriting section, 
which accommodates ninety-five employees, con- 
sists of 225 individual Sylvania CL-240 louvered 
fluorescent lighting fixtures, each containing two 
40-watt standard white fluorescent tubes. The 
fixtures are mounted flush on the 10’ 5” ceiling 
and centered in the 8’ wide bays. They furnish 
a maintained average of 40 foot-candles at desk 
top level over the entire area. The beams, which 
extend between 10” and 18” below the ceiling 
level, do not materially cut off the useful light 
projected on the walls, ceiling and working sur- 
faces. Louvered to shield the downward light, the 
fixtures have ribbed glass side panels which dif- 
fuse the light and eliminate glare from the lamps 
when viewed from side angles. 

Because the windows on both sides of the area 
overlook other office buildings which take away 
most of the natural light, except around the edges 
of the room, the new system of illumination is 
kept on at all times. The white color of the new 


RIGHT: Extending into open offices and glass-partitioned pri- 
vate offices as well as the reception room to the executive of- 
fices at United States Guarantee Co., 90 John St., New York, 
the fluorescent lighting fixtures are the same type used through- 
out the large, open-area underwriting office. Light colors were 
chosen for the walls, ceiling, and flooring in order to allow a 
high degree of light reflection from the room's surfaces. Desk 


tops were given a dull finish to reduce to a minimum reflected 
glare conditions. 


sound-proofed ceiling, the light green walls, and 
the greenish gray carpeting and flooring were 
chosen to allow a high degree of light reflection 
from the surfaces of the area. 

In addition, the new desks were given a dull 
finish rather than a high gloss in order to reduce 
to a minimum reflected glare conditions. 
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OFFICE MORALE 


(From page 20) 


One problem which presents itself in this con- 
nection is the use of position terminology or titles, 
especially in regard to key positions. Every ef- 
fort should be made to use a title which properly 
describes the responsibility of the position, and 
which conveys a proper notion of it to all depart- 
ments of the business. The title a position carries 
often assumes considerable importance to the in- 
dividual] holding that particular job. 

So far as the controller’s department is con- 
cerned, there is not much uniformity on the part 
of various companies in regard to position ter- 
minology. This lack of uniformity originates in 
the top job itself. The Controllers Institute of 
America has for years used and recommended the 
spelling “controller” in order to emphasize the 
control function. Many large companies, how- 
ever, adhere to the older spelling of “comptroller.” 
Proponents of this spelling are of the opinion that 
the recent tendency on the part of some companies 
to set up separate staff departments occupied with 
production and inventory control, plus the entire- 
ly natural usage by some of these departments of 
the position titles “production controller,” ‘ma- 
terial controller,” etc., make it undesirable to de- 
part from the older spelling of “comptroller.” It is 
true, of course, that the older title is peculiar to 
the accounting field. 


"Auditor" Overworked 


The term “auditor,” it would seem, has been 
very much over-worked. This title has come to be 
used by many companies for positions which in- 
volve almost wholly administrative accounting. 
Perhaps this is due to the fact that there was no 
other word to use. Undoubtedly it would be bet- 
ter to restrict the use of the word “auditor” to the 
individuals having audit functions. 

In this connection, there are three other terms 
which might be considered—“director,” ‘man- 
ager,” and “supervisor.” The disadvantage of the 
first two is that they have a non-accounting con- 
notation. The use of the word “director” for a 
member of a company’s board of directors and of 
the word “manager” for the operating head of a 
division of the business makes it undesirable to 
use either of these two words, without modifica- 
tion, to designate an accounting position. The 
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term “supervisor” would seem to be quite proper 
as applied to the head of a group of clerical em. 
ployees in a lower level, but it is lacking in impres. 
siveness for the principal accounting positions. 

It would seem that the best compromise would 
be to use—as some companies do—the term “ae. 
counting director” or “accounting manager” for 
the head of a functional division of the accounting 
work. Thus we would have, for example, “ac. 
counting director—taxes,” “accounting director— 
general accounts,” and so on. 


Employee Benefits and the Personal Factor 


There is no doubt that benefit plans for the or. 
ganization have an important effect upon employ- 
ees’ attitudes. Longer vacations are becoming the 
rule, with three weeks frequently being given, at 
least to the longer-service employees. Group in- 
surance and group hospitalization plans are be- 
coming quite common. Contributory annuity 
plans or regular pension plans providing retire. 
ment income to supplement social security pay- 
ments are also important. Employee stock-pur- 
chase plans, while not so popular as they once 
were, have filled a useful purpose in the past, and 
it would not be surprising to see a renewed trend 
toward their use in future years. 

One final point should perhaps be made. It is 
important to remember that the discharging of 
responsibilities depends on individuals. These 
individuals must be recognized as having abilities, 
ambitions, temperaments, and weaknesses—nt 
just as elements in the business process or num- 
bers on the payroll. The closer personal relation- 
ships between clerical employees and their super- 
visors and the development of a camaraderie it 
many offices make this, perhaps, not so critical a 
problem in the office as it is in the shop. 

In many cases there has been a conscious effort 
on the part of accounting department supervisors 
to develop such a spirit of common endeavor. Or 
ganization consists of people, and the proper func 
tioning of an organization is dependent upd 
those people feeling that what they are doing 's 
recognized as important and worthwhile. Only 
then will they receive that degree of satisfaction 
from their work which furnishes the prime incel- 
tive to a successful organization. 
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ABOUT OUR NEW OFFICES 


A feature next month 
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*% THE NEW OFFICES of the Geyer Publications, 
publishers of OFFICE MANAGEMENT & EQUIPMENT, at 
212 Fifth Ave., New York, created by the nationally- 
known architectural firm of Kenneth Ripnen & Co., 
will be the subject of an extensive feature story with 


pictures in the August issue of this magazine. 


In layout, equipment, lighting, and decoration, 
these offices incorporate the results of long experience 
by Mr. Ripnen and his associates in the building of 
many of the country’s finest offices, as well as many 
special ideas on the requirements of a publishing house 
headquarters suggested by our own seventy-two years’ 
experience in the publishing business. 
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OFFICE MANAGEMENT 


Scale model of banking room was used by artist 
Julien Binford in developing his mural scheme. 
At left: One of the panels. 


BANK GETS MURAL 


*% ONE OF THE largest series of mural paint- 
ings to be completed in recent years was unveiled 
June 9th at a preview of the new Greenwich Sayv- 
ings Bank building at 3 West 57th St., New York. 

The unveiling of the murals brings to successful 
completion one of the most interesting artist- 
architect-and-purchaser collaborations in Ameri- 
can mural paintings. When Julien Binford, well- 
known American painter, was selected, through 
arrangement with New York’s Midtown Galleries, 
to execute a series of murals for the new offices 
of one of New York’s oldest banking institutions, 
the artist built an accurate scale model of the 
banking room, 50 by 98 inches—18 inches high. 
Before making his sketches, he finished the floors, 
ceilings, and wood paneling so that they are exact 
replicas of the materials used in the bank. Va- 
rious colors of wood and types of decorations and 
floor patterns were used in the model, in collabora- 
tion with the architect, to develop an interior 
which would be not only decorative, but also show 
off the murals to best advantage. The bank's 
architects are the firm of Halsey, McCormack & 
Helmer, Inc. 

The building committee of trustees of the bank 
was then able to visualize the room, and later the 
sketches in place, before the building was com- 
plete. The committee consisted of the president 
of the bank, Earl Harkness; Stanley Resor, presi- 
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t on Our 1948 Business 


or x 
Rep cates 


to Our Marchant Asso 


President of Marchant Calculating Machine Co., in just one page of its employee magazine, 
gave readable, fact-packed summary of year's operations. 


REPORTING TO EMPLOYEES 


By Cheney Archer 


%* ENLIGHTENED MANAGEMENT nowadays 
recognizes not only a responsibility but an oppor- 
tunity in the matter of explaining a company’s 
business operations and fiscal standing to its em- 
ployees. 

If it is important to make the affairs of a cor- 
poration completely understandable to the stock- 
holder—and that necessity is turning the annual 
report from an auditor’s conventional tabulation 
of statistics into something which the ordinary 
investor can read with interest—then it is equally 
important to make the essential facts about the 
operation of the company clear to those who draw 
their salaries and wages from it. This task of 
explanation to employees is a comparatively new 
function of the business office, but one which is 
certain to grow in value as time goes on. 

In large numbers of offices the production of 
a house magazine has long been an office task. 
Although these company publications are an ideal 
medium for summarizing the changes in a com- 
pany’s economic position from year to year, not 
many of those which come to the desk of the edi- 
tor of OFFICE MANAGEMENT seem to do an effec- 
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OFFICE MANAGEMENT 


This is the company's regular report, which its house magazine 
tersely summarized for the information of its employees. 
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tive job in this direction. An excellent example 
of what can be done along these lines was a single 
page in the February issue of Math-Mechanics, 
house magazine of the Marchant Calculating Ma- 
chine Co., Oakland, Calif. This page, labeled “The 
President’s Personal Page” carried over the signa- 
ture of Edgar B. Jessup, company president, a 
brief “Report on Our 1948 Business to Our Mar- 
chant Associates” which is well worth studying 
for its presentation in concise and interesting 
form of vital facts which make for better em- 
ployee understanding of company activity and 
policy, but which generally remain buried in the 
pages of the conventional annual report. 
Here is the text of this Report: 


% “ONCE EACH YEAR our Board of Directors 
has an independent auditing firm examine our 
books and our financial position and the results of 
this investigation, certified to by the auditors, are 
reported to our Shareholders. 

“At this same time I feel it is appropriate to dis- 
close the significant parts of this report to all 
Marchant personnel, as the financial health of our 
company is of direct interest to you because it af- 
fects your livelihood. 


“During 1948 we delivered a record volume of 
calculators. This fact probably is not news to yoy 
Marchanters in our factory, who saw our two 
plants working at capacity production. Nor ty 
you Marchanters in the field, who were actually 
on the delivery end of the business. The impor. 
tant thing, however, is that this record productioy 
and delivery marked the end of the domestic back. 
log of unfilled orders that had accumulated dur. 
ing the war years. Our salesmen may now make 
sale deliveries as they demonstrate. 


*% “DESPITE THESE record deliveries, the ne 
income of the company, after taxes, was only 
$107,933 more than for the previous year. That 
was because of the increased cost of doing busi- 
ness. During 1948 almost everything cost more— 
labor, supplies, services. We not only had more 
people on our payrolls than at any previous time 
but we paid the highest rates in the history of the 
company. 

“Net income for 1948 was $1,351,689, or $5.96 
per share of our stock. It is important to note 
that before arriving at this figure, the company 
had paid out in taxes $1,192,404.64, equal to $5.26 

(Turn to page 60) 
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"OF COURSE | NEVER LEARNED To SEW-- 
WORKING IN AN OFFICE." 
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Among the comforts of home in the office of Jerome Spero is a snack bar which he and ; 
his employees use for themselves and for guests. Secretary Mildred Logan plays hostess os 
to her boss (seated in lounge chair) and a cutomer. 


AN OFFICE WITH HOME COMFORT 


By Carl Winfred Snyder 


% ONE DAY the wife of Jerome Spero, head of 
the lithographing company in Chicago which 
bears his name, paid a visit to his office—some- 
thing she’d never done before, even on paydays. 
She looked around, put her hands on her hips and 
exclaimed. 

“No wonder you have ulcers! Just look at this 
office !”” 

“That’s the way I’ve been doing things for 
many years now, my pet,” he replied, ““What about 
it?” 

“What about it? You’re in a rut, my dear—or 
maybe I should say gutter. No wonder you come 
home grumpy and exhausted. This office! It’s 
horrible! How do you keep your help?” 

“What’s horrible about it?” he asked impa- 
tiently. 

“What do you think? It looks like the Russian 
army marched through it. Why, if I had to spend 
all day in a home that looked like this office, I’d 
go stark, staring mad. Jerome, I’m ashamed of 
you, honestly.” (Next page) 


July. 1949 OFFICE MANAGEMENT AND EQUIPMENT 29 


es. Ee fs ae 
——— ~ - — ne: oe - ££ Ce fae a ie ce a 
i i" - “4 
: og We he . aoe : —_ | 
_ of 2 at 4 ad 3 = “ 5 ee : ae Be <— oe % . | | 
you e Pe a } Ss 3 5 
> Tee ee is . ; 
ly - rt ~ ter | ; 
ally PS ee a oo a | 
: iets... | , 
d0r- 7 ey eed ee Sy a : | E 
‘ion 4! 4 
A : e 7 . Ul 
: ' th | | | 
lur- ‘ Fi 4 - 3 i. 
i — i Me ge es | . 
70 * Ee . = ie: | y 
? : ey ti a. yo. . 
net f eS ae ye . , es aie . 
aay FR ie a | 
nly j a ae e. <a ~ as: ba g x aa . px) 
hat 4 > oe a \. = 2 b. ." 4 mg ae 23 he oem SS i Pd ms > “4 x “ . 3 
= ae © INS ee ~ CU 
& “a ‘he as: . (a os 4 
ore j iz : ae, a fF" a ; : Rit hee a4 Shs 4 
mets, a ba, ee eS * 2 es + = 
the a a _F eisai eg ON ~ eet! cole 8 s 
ES a “7 ’ x ‘ E ant ash ere Ce ‘ « 3 aes i ~~ ae ; 1 
ote x oy p P ay - a =. i : 7 . 
any mt oe a sf > i ee . 
” — a «i & s fess _ 
i ie A ae s ae P fi th ‘ ioe os 3 - “ 4 
i > * “Se ‘ Px . i 
eee J 
a 
E 
e “6 
———E 4 4 
ae ‘ +43; Bee ‘: 
i on 28 A 
é Fé _ >) 4 g > is : y : 
{ ef -y sill * =~ ~ ie 4 i =a 
; b f a sige . ! ag 
. 4 ‘ . 4 7 
} & : : a 8 a _ : 
ae i & * ; 
' ae ‘a ; ; seek % 
| i ae : a a 
04 a4 adi é o: i 
ef att ee “i 
Bi ‘s ‘ 1 oe 3 
¥ a ‘ ; : ¥ > ' 
a iia ‘ ; 
2 x 
. a ta 
- ‘ . ‘ 
: . i a “e 4 = ie y Se 4 3 , yee EY es 
" “2 y 7 , F ‘ac Per sigs a, or. tse ’ Poy oa 
oa — « «* ol 3 
ae 4) i 7 eee i 


a 


“Well, what can you do with an office—make it 
look like a living room?” he questioned. 

“Exactly. There’s no reason why it can’t be 
like a living room, is there?” his wife countered. 

Mr. Spero hesitated a moment and said, ‘Well, 
no—lI guess there isn’t, but—” 

“But nothing,” said Mrs. Spero. “I’m going to 
redecorate this horrible looking place. Why, 
you'll be old before your time if you keep working 
in these surroundings!” 

And so, far, far into the night, Mrs. Jerome 
Spero envisioned what she could do with her hus- 
band’s office. 

Winning her point, Mrs. Spero dug in and went 
to work in earnest. For the walls she selected a 
soft green; for the furniture, a natural light wood. 
She also concerned herself with the science of 
seating. She argued that those who have to sit a 
long time should have chairs to fit the design of 
the human body. For the office staff she selected 
chairs properly proportioned and providing a com- 
fortable back rest. Upholstered seats support the 
upper thighs of the person seated, taking the ten- 
sion off the feet. Mr. Spero, of course, rated a 
typical living room lounge chair, with footstool. 
In his particular business, Mr. Spero does not 
need a large desk, so he uses an end table type 


which conceals his correspondence and holds his 
dictating machine and telephone. 

The office consists of two units, separated by 
corrugated glass and wood. To make the quarters 
more spacious, all equipment is concealed. Filing 
cabinets, coat closets, supplies, and a lavatory are 
in a series of closets. Adding machines, type- 
writers, and recording equipment are compactly 
arranged in natural light wood cabinets. Radia- 
tors are neatly hidden in perforated cabinets and 
an air-conditioning unit is treated similarly. Mod- 
ern fluorescent lighting eliminates eye strain. The 
floor is covered with rubber tile in an attractive 
pattern of brown and tan stripes. The office is a 
cheerful and comfortable place to work, and the 
final touch of home comfort applied to office life 
is a snack bar! 

Coffee, tea, milk, or a highball are refreshments 
that may be had at the Spero office snack bar. 
There Mildred Logan, the secretary, prepares de- 
licious sandwiches for lunch. The bar proves 
mighty handy when weather is inclement or when 
friends drop in. A small refrigerator is encased 
in the cabinet, with plenty of room for all the 
necessary supplies. A water cooler is in the 
cabinet to the left. 

(Turn to page 62) 


Lunch is served! 
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RETRENCHMENT 
AND THE OFFICE 


ae ‘ By David List 
f 
=< Business and maragement 
‘ P analyst 
| 
David List 


% ACCORDING to a recent canvass of leading 
personnel directors in the New York area, it 
would seem that our shifting economy is ushering 
ina period of management-planned retrenchment 
that will in all likelihood affect office and other 
types of personnel. 

With industry going through a pruning or 
leveling off process, caution and realism will be 
the new watchwords among executives engaged 
in the management of personnel. Considering cur- 
rent changes in the market, the seven executives 
interviewed were all inclined to agree that even 
further readjustments would be called for in the 
realm of personnel administration. 

Those personnel executives reflecting the great: 
est element of concern over the status of employ- 
ment opportunities in their field appeared to rep- 
resent foreign trade, textiles, and radio broadcast- 
ing, respectively. 

The outlook maintained by the personnel direc- 
tor of a well-known trading and shipping com- 
pany was colored largely by the fact that foreign 
countries are at present finding it difficult to im- 
port goods because of their acute shortage of 
American dollars. This executive took the point 
of view that unless there was a distinct improve- 
ment in the international exchange situation, our 
import-export trade with foreign countries would 
continue to suffer and would seriously affect the 
Volume of job opportunities in this industry. 
Nevertheless, despite the absence of a cheerful 
outlook in the foreign trade field, this particular 
company believes that eventually it will see an 
Increase in the number of its own employees, as 
a result of recent investment and expansion into 
more profitable lines. 
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That a substantial number of office and other 
employees may be adversely affected by currently 
pending economy drives was indicated by the per- 
sonnel director for a central office in the textile 
field. It was, nevertheless, felt that any resulting 
unemployment would be considerably less than 
might have been anticipated, inasmuch as the bet- 
ter type of worker with a good textile business 
background has proved himself capable of place- 
ment elsewhere in the labor market. 

A pessimistic view expressed by the personnel 
official for a radio broadcasting company seemed 
to be tied in with the fact that vital company per- 
sonnel, such as professional writers and artists, 
may be confronted in the coming months with 
drastic cuts in their weekly rate of compensation. 
It is hoped that the falling demand for radio 
broadcasting personnel will be offset through new 
opportunities developing in the field of television. 

Interviews with these personnel officials in 
seven leading companies, each representing a dif- 
ferent industry, lead to the conclusion that six 
major forms of personnel retrenchment are be- 
coming crystalized today in adjustment to the 
changing situation: 

(1) Greater stress on increased selectivity in 
hiring, and more effective training methods. This 
seems to be the most widespread type of economy 
currently practiced by management. One way in 
which this has been made possible is through cur- 
tailment of hiring for replacement purposes. 
This reduction in the volume of replacement is 
being accompanied in many instances by the elimi- 
nation of those employees that are looked upon 
by management as deadwood. In this weeding- 
out process, the more desirable employees who 
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remain are expected to increase their output by 
taking on the added responsibilities of those who 
have left. That this is indicative of the trend to- 
ward improvement in the caliber of personnel is 
borne out in the case of a large department store, 
which is streamlining the customer service and 
allied functions of its white-collar employees. 
(2) Mechanization. This seems to be the sec- 
ond most common type of adjustment that offices 
are making. For example, IBM equipment is now 
being used on a large scale to eliminate or reduce 
some of the more routine office operations. This 
trend toward increased mechanization may effect 
a substantial reduction in the number of em- 
ployees normally required to perform clerical jobs 
within the sales division, as well as the simpler 
bookkeeping and payroll functions that properly 
come under the jurisdiction of the company con- 
troller. Through increasing use of dictating 


machines, it has been possible to effect further 
economies in the employment of secretaries and 
stenographers. In the case of one particular tex- 
tile office, it was pointed out that where formerly 
a higher paid stenographer had to be engaged to 
handle the correspondence of a single officer, one 


Robert F. Moore 


“Assisting top management to do a better 
job of utilizing manpower" is more than ever 
one of the outstanding responsibilities of the 
personnel administrator today, says Robert 
F. Moore, director of personnel and place- 
ment, Columbia University and chairman of 
the New York Personnel Management Ass'n. 


transcriber could now do comparable work for 
two or more executives. 

(3) Economies in the form of broad company 
reorganizations. A broadcasting company is cur- 
rently engaged in screening all jobs from top 
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administrator down to office boy. In the case of 
the broadcasting industry as a whole, it appears 
that organization-wide shifts are being planned 
because of the growing need for less costly radio 
and television programs. Thus, instead of simply 
rendering a programming service, companies jn 
this field are coming to realize that in order to 
increase their sales in a market which is becom. 
ing increasingly competitive, they must be able 
to offer the sponsor a completely packaged show 
of their own production. A similar reorganiza- 
tion program has been necessitated among execu- 
tive and non-selling employees, including office 
employees, of the department store previously 
mentioned, in its adjustment of activities. 

(4) Controlling the volume of employment in 
accordance with external factors (such as the 
monthly volume of tonnage shipped or mileage 
traveled). According to an outstanding railroad 
executive, this type of arrangement has been re- 
cently emphasized because of recent declines in 
freight and passenger traffic. In this particular 
case, it was necessary to lay off about 10‘< of the 
passenger and freight station employees on the 
company’s payroll. This basis for employment, 
fairly common in the shipping, transportation, 
and allied fields, will be an increasing source of 
concern should the channels of trade and distribu- 
tion undergo a serious decline in volume in future 
months. 

(5) The elimination of overtime expenditures. 
One engineering-manufacturing company has suc- 
ceeded in cutting down overtime in a fairly large 
department—the drafting room. So as to elimi- 
nate apparently excessive overtime (in the case 
of the textile goods manufacturer), two depart- 
ments have been placed under the control of a 
single supervisor. 

(6) Applying production standards to specified 
jobs. The same textile company previously men- 
tioned has set up a daily production standard of 
seven to eight transcription cylinders as basis of 
hiring girls applying for work as Dictaphone or 
Ediphone operators. This is a standard which is 
apparently being used by business schools cur- 
rently giving courses in transcription. 

The foregoing constitute the current major 
types of personnel economies, either contemplated 
or in effect, that have been reported by a sample 
of some of the better-known firms in the New 
York area. 


In connection with this program of personnel 
retrenchment, necessitated by a return to normal 
business conditions, Robert F. Moore, chairman 
of the New York Personnel Management Associa- 
tion, suggests that “assisting top management to 
do a better job of utilizing manpower” is more 
than ever one of the outstanding responsibilities 
of the personnel administrator. 
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HIDDEN VALUE 
IN 


SOUND BUYING { 


POLICY 


By William H. Greenleaf 
of Bainbridge, Kimpton & Haupt, Inc., New York 


* WHILE VITAL to the conduct of all business, 
commercial stationery and office supplies never- 
theless form but a small fraction of the total pur- 
chases made by American industry. Perhaps for 
that reason certain points are overlooked, points 
that relate also to the larger purchases that indus- 
try makes. It often happens that the very lack of 
individuality in standard lines of office supplies 
works to conceal important values in “creative” 
buying. 
What is “creative” buying? 

The value of ‘creative’ buying is more and 
more widely recognized. Many corporations, once 
concerned with price alone (given a certain stan- 
dard in merchandise itself) are today weighing 
the relation of price to value, the relation of price 
to service. Value might be defined as the over-all 
serviceability of purchases made, which includes 
a number of elements, including what we usually 
describe as “service.” Purchasing departments 
and top-level executives alike are awaking to the 
fact that “penny-wise” may be an illusory front 
for “pound-foolish.” They are discovering there 
ls something positive to look for beyond a small 
percentage of difference in price. 

Creative buying does not overlook the impor- 
tance of price. Price is one of the great essentials 
M progressive merchandising. Creative buying 
July. 1949 
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no more chases the delusion that low price neces- 
sarily means poor merchandise and high price 
necessarily means good merchandise and good 
service than it chases the delusion that the pur- 
pose of a purchasing division is to show minor 
savings without regard to their real significance. 


Two kinds of savings 

Creative buying, recognizing price as an essen- 
tial element in purchasing, sees two kinds of sav- 
ings: one for today alone; the other taking ac- 
count of tomorrow also. Creative buying sees a 
distinction between “savings” in the narrow sense 
and the “savings” that mean investment through 
a sound buying policy. Creative buying sees the 
woods as well as the trees and notes the relation- 
ship of each to the other. Creative buying senses 
hidden as well as obvious values in sound buying 
policy. 

Perhaps to many who have thought of buying 
office supplies in terms of “getting the mostest for 
the leastest and getting it the fustest” (to para- 
phrase a well-known and overworked military 
phrase) the thought of “creative” buying of more 
or less standardized office supplies seems theoret- 
ical and a figment of the imagination. Analysis 
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and experience have shown the thought is not 
chimerical. 


No attempt to control distribution 

Lest it be thought this discussion is a not-so- 
subtle attempt to obscure the vital significance of 
“right” prices or that there is a suggestion here 
that would discourage the buying of supplies from 
some particular type or types of supplier or that 
the members of a purchasing department staff 
should “amend their ways” and give their orders 
only to certain types of distributors, some general 
thoughts are in order. 


A changing picture 

Ours is a changing business picture. It is a pic- 
ture of forces, as well as of men, a picture fluid 
and changing, guided by laws, legal and economic, 
but far from fixed and “controlled.” Every hu- 
man or business element in the picture, granted 
he or it is not a menace to life or liberty, has a 
God-given, democracy-permitted right to be there 
if he or it can, through brains, capital or charac- 
ter, get there. That he or it may ultimately have 
to prove, economically, a right to stay there is an- 
other matter. That is not the buyer’s problem. 
The sellers will have to take care of themselves. 
There are many sellers interested in creative 
selling. There is always hope for them. This dis- 
cussion aims entirely at the desirability of seek- 
ing the hidden value in a sound buying policy. 


In walks supplier X 


Supplier X appears with offers of merchandise 
for the buyer to consider and at a price he says is 
excellent—from the buyer’s standpoint. He has 
the same merchandise, it so happens in our imag- 
inary case, as Supplier Y and Supplier Z who ar- 
rived yesterday. But X’s prices are different, at 
least it so appears—substantially different. Let 
us not be too hasty. Maybe there is a real ad- 
vantage to the buyer in buying X’s merchandise. 
That’s where creative buying enters. Maybe Sup- 
plier X is right—that the figures in his little black 
book are what they appear to be. 


Some questions for the buyer 


Query No. 1. What does Supplier X really mean? Is he 
sure what he means? Supplier Y who was here yesterday 
offered prices that were higher but said he was able to meet 
anybody’s price. What did he mean? What did Supplier 
Z mean when he insisted he was selling service, not price? 
Does Z know price is important? Does he measure what he 
means by service? Can he give service, as well as talk 
about it? These are not several questions but parts of: a 
fundamental question that the creative buyer may well be 
asking. 

Query No. 2. What do I need besides low prices? If service 
is something I need, how do I think of, and how do | define. 
service? If delivery and complete filling of orders, a stock 
equal to an emergency demand, and courteous attentiveness 
to needs constitute the main elements of service, which of 
these suppliers can best give me what I need in the line of 


service and how important is this service in relation to the 
small price differential one way or the other? 


Query No. 3. Is any one of these suppliers likely to {jj 
only those parts of future orders which are definitely prof- 
itable to him, shunting off unprofitable, or less profitable. 
items for some other supplier to fill? 

Query No. 4. Which of these suppliers so far as I have 
known them over the past several years, has proven himself 
most able in times of stress to give dependable service, thus 
indicating a probable ability to continue dependable service 
through all the ups and downs of business? How important 
is this to me as a buyer? 

Query No. 5. Which of the suppliers has been most de- 
pendable in handling emergency needs and which has been 
most willing to sacrifice a little profit or a little convenience 
to maintain a relationship that is based on the service idea? 
If X or Y or Z is a new, not an cld supplier, seeking his 
chance to serve, on what facts do I base my judgment as a 
buyer as to his ability to handle emergency needs? 

Query No. 6. Based on what I have learned from past ex- 
perience or what I can learn of present facts. which of these 
suppliers will be most likely to catch the point—and to main- 
tain it in his practice—that business is built by those who 
see customer interest equal to their own? 

Query No. 7. Which of the two following policies, as poli- 
cies, are correct, regardless of variations in minor practices 
from time to time for special reasons that might arise: 

(a) To follow the line of price differentials whenever it ap- 
pears on standard merchandise, depending only for emer- 
gency and what might be called “special service” merchan- 
dise on those whose price differential may not be so advan- 
tageous as others? 

(b) Without ignoring the need for a close watch on price 
(within reason), to establish a relationship with a few sup- 
pliers who have demonstrated, or as newcomers give proof 
of, ability to carry on through thick and thin, actually tak- 
ing care of my needs as a buyer. even though here and there 
they cannot and will not attempt to mect the lowest and per- 
haps for them wholly unprofitable price level? 

The purpose of this article 

The purpose of this article, as has been sug- 
gested, has been to cooperate with those purchas- 
ing departments which are steadily broadening 
the base on which their creative buying is done. 
It is written to suggest that where the buying of 
commercial stationery and office supplies has been 
allowed to follow the line of least resistance, a 
matter of price alone, it be re-examined and placed 
on a basis of carefully conceived and formulated 
policy in keeping with other scientific procedures 
of the large corporation. The purpose of the ar- 
ticle is not to answer the questions asked but to 
suggest that the formulators of buying policy 
and the administrators of that policy ask them- 
selves such questions as these. By no means does 
this article strive to discourage, eliminate, or in 
any way affect any type of supplier or distributor 
as such, nor has it anything negative to imply 
about the rights of every type of distributor to 
run his business as he sees fit. This is not an al- 
ticle for the seller, not even for the creative seller. 
This article is written in the hope it may be help- 
ful to the buyer. It points, the writer hopes, t0 
the hidden value in sound buying policy. 
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OLE'S Roller-Bearing 


STEEL FILING CABINETS 


Fy 


Ideal for 
a hundred uses: 


vi For home “offices” 


VY For small business offices 


For semi-active files 
in larger companies 


V For storage of 
valuable records 


V For professional offices 


V For retail store-owners 
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Files equipped with 
lock and 2 keys 
at $2.00 additional 


Built for a lifetime! 


Made of heavy gauge furniture steel, electrically 
welded throughout. Smooth gliding ball-bearing 
rollers for easy action even when heavily loaded. 
Extra heavy formed reinforced channels run full 
length of case inside. Files can be interlocked into 
solid batteries. Olive green finish. 
Inside Dimensions 
Width Height Depth Price 


No. 1200 Letter Size 12%" 10'2” 24” $8.75 
No. 1500 Legal Size 15%” 102" 24” 9.50 
No. C109 Check Size ad 4," 24” 5.75 


Spring Compressor Follow Block for above . .. $1.70 
Prices 20% higher in Denver and West of Rockies. 


; 


STEEL EQUIPMENT COMPANY | 


_ 285 Madisen Avenue 


New York 17, New York 
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SANITARY BASES 
for all size files 


$3.10 


FOLLOW BLOCKS 


75¢ 


ADDITIONAL 
MADE FOR 

ANY SIZE 
bh FILE 


STURDY CONSTRUCTION — Prontos are built of 275-Ib. LOCATE YOUR RECORDS EASILY — No more need of 


test corrugated fibre board and reinforced with steel on the fussing and fuming. With Pronto files you can get at all 
shell and the four corners of the drawers. records just as easily as in your regular active files. 
SAVE FLOOR SPACE — Constructed so that they interlock BEAUTIFUL APPEARANCE — Pronto files are beautiful in 
| into solid units and stack as high as the ceiling, saving appearance, finished in an attractive olive green. The steel 
valuable floor space. drawer front matches your regular active office files. 
SIZES AND PRICES 


FIBRE BOARD STEEL 
DRAWER FRONT DRAWER FRONT 


Inside Dimensions | 
Suggested Uses 


i F File PRICE File PRICE 
Width Height Lengih No. Single Carton No. Single Carton 
tLetter Size 12% .. 10%, ..24 | E210 . . $3.10. . $3.00 I210L . . $3.85 . . $3.75 
Letter Size 124% .. 10%. . 15 E210S_ . 3.00... 2.90 ignes.. 3... BE 
tlegal or Cap 5% .. 10%... 24 | E510 .. 3.75... 3.65 || ISIOL.. 485... 4.75 
invoices 10% .. 8% ..24 | £109 .. 2.75... 2.65 6a ee pee 
2 Rows 8x5 Forms 10% .. 8% ..24 | E108 .. 3.05... 2.95 108L. . 3.65... 3.55 
| *Invoices or 2Rows 8x5) 10% .. 834..18  EI08M . 300.. 2.90 108M 3.60.. 3.59 
} Freight Bills ens Fo one E97 .. 2.60... 2.50 I97IL. 3.10... 3.00 
Checks 10/2 .. 4%. . 24 6104... 245... 2.55 104L.. 3.40.. 3.30 
i Drofts or Checks MWe .. WM%..24 E94 .. 2.10... 2.00 || 194IL 2.60... 2.50 
Drafts or Checks Te os OS... O E94M.... 2.05... 1.95 1941M 2.55 . 2.45 
3x8 Forms +, ie. ee ES ..23%.. 2.23 1851L 2.85... 2.75 
i Deposit Slips (2 Rows 8% .. 5%.. 15 €6sS .. 2.25. 2.15 1851S 2.75 . 2.65 
j Deposit Slips 8% .. 4%4..24 E84 2.10 2.00 1841L 2.60 . 2.50 
,Jabulating Cards . re. ee E73 a ¥ 2.00 Li Se * 2.45 
3x5 Cards (3 Rows) 16/2 .. 42... 24 E64 3.75 . 3.65 1645L 4.85. 4.75 
*4x6 Cards (2 Rows) Se: ae E24 2.75... 2.65 || 1245L 3.40 . 3.30 
| *3x5 Cards (2 Rows) 1 -. his | BS .. 26.. 2 103L 3.35... 3.25 
| Vouchers (Upright) 5g .. 10%..24 | £592... 2.90... 2.80 || 1592L 3.65 . 3.55 
tLedger Sheets ) ee: ae E9! 3.50 . 3.40 912L 4.25. 4.15 
tLedger Sheets 12% .. 12%, .. 18 El2 4.45. 4.35 1212M 5.80 . 5.70 


*These numbers have removable divider partitions. tPacked 6 to a carton—all others !2 to a carton. Prontos Installed at the Underwood-Elliott Fisher Co. 


Prices 20% higher in Denver and west of the Rockies 


PRONTO FILE CORPORATION 
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BELOW: 

A NUMBER OF IMPROVEMENTS have been incorporated in 
this modern 3 and 5 ton upright Conditioner produced by United 
States Air Conditioning Corp., Como Ave. Southeast, Minneapo- 
lis, The unit has been engineered through-out for silent, vibra- 
fonless operation, fine appearance and efficient performance. 
The 1949 model is “Listed under Re-examination Service of 
Underwriters’ Laboratories, Inc." The unit may be installed in 
the conditioned space or in remote locations and connected to 
ducts. A completely packaged, pre-engineered unit, the Store 
Conditioner is ready for operation as quickly as the electrical, 
water supply and drain connections are completed. The unit is 
easy to operate, requires a small amount of valuable floor space 
and is housed in a handsome, metal cabinet finished in neutral 
gray-green textured enamel which harmonizes with all interiors. 


BELOW: 


SINGLE PEDESTAL, flat top desk number 36, is a product of 
McLeod & Co., 216 Institute Place, Chicago. Desk is 24 x 36 
inches, has a top, panel, and drawer fronts of selected walnut 
and '/4-inch sawed oak veneers, 5-ply, with banded edges, all 
hand rubbed. Also features complete locking devices and brass 
ferrules, and comes in choice of oak or walnut finishes. Shipping 
weight is 110 pounds. 


duly. 1949 


in the 


ABOVE: 
CONVENIENCE AND COMFORT in the preparation of orig- 


inal copy for duplication is stressed in the introduction of the 
new Grey Magic Royal Carbon Ribbon typewriter, announced by 
the Royal Typewriter Co., Inc., Two Park Ave., New York. De- 
signed to provide high standards of excellence in work on direct 
image paper or metal plates, for use in photo offset duplication, 
and for typing all master copies, this new model typewriter pro- 
duces copies which appear personal and individually typed. It 
also serves equally well for regular correspondence. 


ABOVE: 


STEEL OFFICE SAFE designed to suit the decor of any area, 
is the latest product of the Cole Steel Equipment Co., Inc., 285 
Madison Ave., New York. Complete with two safety vault boxes 
under extra lock and key, the safe is sturdily constructed of heavy 
gauge furniture steel and is equipped with a Yale 3-wheel screw 
wedge combination lock with 3 interlocking bolts and ‘tamper- 
proof hinges. Has a baked enamel finish, comes in grained 
walnut or mahogany, and olive green or Cole grey. Dimensions 
are 30/2 inches high, 14!/2 inches wide, and 255% inches deep. 
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BELOW: 


SKYLINER SECRE-TYPIST DESK is from the Orna Metal Prod- 
ucts Co., 2412 South Seventh St., St. Louis, Mo. Features in- 
clude a non-glare Armstrong linoleum top, size 34 x 45 inches; 
full size pull-out shelf in right or left pedestal; ball-bearing 
rollers on all drawers; interchangeable drawers; one-piece ped- 
estal construction; adjustable glides; Yale lock; and many others. 
Finished in grey or green. 


BELOW: 


RECENTLY PERFECTED by the Ink Specialties Co., 524 North 
Halsted St., Chicago, is their Canode rapid drying duplicating 
ink. Nine years in the developing, this ink is believed by the 
company to be the fastest drying on the market. They guaran- 
tee the new product will prevent cylinder clogging, hardening 
of the pad, and, in addition, say that with the ink, no slip sheet- 
ing is necessary. Can be used in open or other types of cylin- 
ders, in any climate, and will deliver black, sharp copies, with no 
destruction of stencil. Ink is easily washed off hands. Available 
in half and one pound cans. 


= = 
RAPID DRY 
DUPLICATING 


BLACK 
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BELOW: 


ADAPTA-CLIP, a new kind of bulletin board for offices, as well 
as other organizations has been manufactured by the Fabricated 
Products Co., 70! Washington Rd., Pittsburgh. This item uses 
a specially formed spring clip that snaps into perforations, one 
inch apart, in the board itself. The clips may be pushed through 
the paper to be posted, or can be placed at the edge of such 
paper or photo, overlapping the edges and holding the piece 
in place by pressure and without defacement. Adapta-Clip jy 
lightweight, being made of Duron, a hard-pressed wood fiber 
board, framed with extruded aluminum molding and fitted with 
eyelets adaptable for either horizontal or vertical hanging. Stand. 
ard sizes available are 12 x 18, 18 x 24, 24 x 36, and 36 x 4& 
inches, with cther sizes supplied quickly on order. 


LEFT: 
SPONGE RUBBER TYPEWRITER PAD which combines attrac- 


tive appearance with improved noise reduction and_ anti-skid 
features has been announced by American Latex Products Corp., 
921 Venice Blvd., Los Angeles, as an addition to its lines of 
"C-Foam" office seat cushions and Stabond all-purpose cement. 
The new C-Foam pad is ¥% x || x 14 inches in size with bevelled 
edges and rounded corners. Its maroon color blends well with 
any office furnishings. The high-quality sponge rubber eliminates 
surface noise and vibration and has strong gripping power, pre- 
venting typewriters from skidding even on glazed or polished 
surfaces or when bumped or tilted. Dust and dirt will not col- 
lect under the pad nor be absorbed by it. 


da 


ABOVE: 

WHEEL INK PLATE, a new stamping plate for rubber stamps 
which gives close to 50,000 stampings without re-inking, has been 
placed on the market and is distributed by the Davis-Detroit 
Co., 511 Cass Ave., Detroit. Unit is molded of Styron in @ 
neutral grey color and measures 3'/2 x 5'/2 inches thick. The 
stamping surface is made from Chrysler's Amplex metal, the 
capillary ink reservoir is made by Dow Chemical Co. Unit con- 
tains no cloth, wood, or rubber, and does not require rolsins 
for many months. A refill tube is inserted in back of plate an 
entire contents emptied at one time. Pad is priced at $1.50 
and refill tube at 30 cents. 


July, 1949 
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ABOVE: 

BORG PARCEL POST SCALE, a new model, comes finished in 
lustrous office gray, makes scales "socially acceptable" in recep- 
tion rooms as well as shipping rooms. Simplified easy-reading 
dial shows postage and weight at same time, also zones and mile- 
ages. Platform is all weighing surface, handy lever locks dial 
at package weight for later reading, if parcel covers dial. Only 
2 inches high, with an 8 x 10 platform, it weighs just 5 pounds. 
Compact size permits convenient storage in drawer or on shelf 
when not in use. Has a capacity of 50 pounds and is quaran- 
teed to be accurate within '/2 of 1% at every point on the dial, 
guaranteed for life, under terms of Service Warranty which ac- 
companies each scale. List price, $12.50. Manufactured by the 
Borg-Erickson Corp., 469 E. Ohio St., Chicago. 


ABOVE: 


FONE FILE is the latest device manufactured by the Fone 
File Co., 1507 South Michigan Ave., Chicago. Handy for any- 
one who uses a telephone, the Fone File is made of metal with 
four felt feet attached to the bottom to prevent scratching of 
desks or tables. It consists of alphabetized indicators of light 
cardboard with white paper on both sides, ruled, allowing for 
Permanent recording of telephone numbers and addresses. 
a slide out for quick reference. Every telephone fits per- 
ectly on the File, but should space make it necessary to hang 
re ene on a wall, ornate brackets for this purpose are avail- 
able. The Fone File is retail priced at $2.95. 


duly, 1949 
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ABOVE: 


FOLLOWING SUCCESSFUL  test-market operations, the 
Parker Pen Co., Janesville, Wis., has started nation-wide distribu- 
tion of its new metal-capped “21" pen, which encompasses many 
functional features of Parker "51"" but sells for half the price. 
Both models use an alkali-base ink claimed to have an instant- 
drying characteristic. The "21" employs a completely internal 
filling mechanism. The point is made of a new alloy, Octanium. 
Retail priced at $5, the pen uses Superchrome ink but will handle 
others, too. A matching automatic pencil will retail at $3.75. 


ABOVE: 


OFFICE STAPLER called the Director, is the latest from the 
E. H. Hotchkiss Co., Norwalk, Conn. Heavier than most staplers, 
the company says, it is rooted to a broad steel base plate and 
features a balanced stapling arm. In addition, it has new staple 
cartridge, spring-powered anvil for easier adjustment from tack- 
ing to pinning positions, removable steel plate on stapling head 
for easy cleaning, and an all-chrome finish with a rubber base 
cushion. 


ABOVE: 


TO FURNISH expanded and improved service, the Bell Punch 
o. of London, England, manufacturers of Plus adding and cal- 
culating machines, has established a national distributing organi- 
zation, Plus Computing Machines, Inc., with offices and service 
headquarters at 37 Murray St., New York. Shown here is one of 
the models in the Plus line of Part-Keyboard machines, many of 
which offer from one to five keys only, in each row, eliminating 
"idle" keys. Light and readily transported. Prices on the Part- 
Keyboard models range from $120 to $200, with full keyboard 
models proportionately higher. 
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BELO 
BELOW: NE 
KLEAN-WRITE, stencil with a soft, dull ivory color, Glare-Pryf dece 
film on top and a special sharp black carbon underneath, is the Co., 
latest product from the Frankel Mfg. Co., 1716 Arapahoe $+, this 
Denver. Said to produce a minimum of 10,000 copies for each lock 
stencil, in three different writing strengths, this. product is not new 
affected by climatic conditions and is guaranteed against any 20 | 
deterioration for a period of 18 months. Also available in blue, mer 
amber, and green. cot 
: ABOVE: 
. TRANSFER FILE, one of twenty different sizes, is announced by 
Dolin Metal Products, Inc.. 189 Varet St.. Brooklyn, N. Y. Con- 
structed of heavy gauge furniture steel, these units are finished 
in green enamel with follower blocks and bases available as op- BE 
tional equipment. Most sizes have four roller bearings and every i 
file is equipped with a brass handle and card holder. of 
sig 
tor 
pe 
be 
co 
tic 
pa 
LEFT: 


SPIL-PRUF DESK SET by Hamilton, features among other things, 
a patented design of reservoir that will not spill or allow ink to 
escape. It will not break or shatter since it is made of durable 
plastic and contains no glass. Another important part of the set 
is its pen, a precision instrument, made from stainless metals. 
It can be used for ordinary writing or for record work because 
it is equipped with two interchangeable writing nibs. A small 
drawer in the base of reservoir provides convenient space for 
stamps and a safe place for the extra writing nib that is fur- 
nished. The set is available in mahogany, red, blue, maroon, 
green, black, or walnut colors, and retails complete for $3.50 
from Eurasian Commerce, Inc., 505 Fifth Ave. New York. 


ABOVE: 

SUSPENSION.-TYPE filing unit called Slide File, has been intro- 
duced by the Home-O-Nize Co., Muscatine, lowa. This product 
allows office personnel to equip their desk drawers with hanging 


_ 


folders. The Slide File is made of steel and the unit consists of ABOVE: a 
four legs and a frame which provides the track from which the TORPEDO STYLE WASTE RECEPTACLE that features _< 
folders are suspended. The frame can be expanded or con- less steel door and band at the bottom, is the et 
tracted to fit practically all wood and steel desk double drawers. by the F. H. Lawson Co., 850 Evans St., yer i. 4 
Model I1DP, shown, adapts desk drawers to handle 8!/2 x I1-inch features include a hard white or green enamel finis ; ago 
material, and comes with a set of 25 suspension folders, plastic receptacle is vermin and odor proof. The company also 
tabs, and labels. factures sand urns and waste baskets. 
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BELOW: 

NEW PERSONAL FILE, heavier in construction than its pre- 
decessor, No. 441, is manufactured by the Amberg File & Index 
Co., Kankakee, Ill. Sixty per cent heavier than the former model, 
this one features a lower front panel for better visibility; snap- 
lock that keeps top closed without locking; larger handle; and 
new gliders. Size is 10 x 12'/y x 5!/2 inches, comes with set of 
20 letter size index folders, alphabetically arranged. Grey Ham- 
merloid finish. Packed in individual cartons, six to a master 
carton, with a shipping weight of about 45 pounds. 


r q 


BELOW: 

VIBRATING ADAPTABEL for offices and factories, is a product 
of Edwards Co., Inc., Norwalk, Conn. This new commercial 
signal is the result of five years study and features carrying 
tone, clearness of tone, no mechanical clatter, automatic com- 
pensation for plunger wear, no contacts or springs to adjust. The 
bells ranging in size from 4 to 10 inches, depending upon noise 
conditions in place of installation, will fit all mountings. In addi- 
tion, they are simple, fast, and economical to operate. The com- 
pany also manufactures Weatherproof Adaptabels for outdoor 
use. All bells are listed by the Underwriters Laboratories. 
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RIGHT: 


BOOKS, PRESENTATIONS, catalogues, reports and other docu- 
ments can be bound in strong, colorful plastic binding, with this 
new portable equipment produced by General Binding Corp., 815 
West Belmont Ave., Chicago. lt consists of two compact, well 
designed units, a punch which punches rectangular holes full length 
of the sheets to be bound, and a binding machine which opens 
the rings of the strong, colorful plastic binding element for inser- 
tions of the punched covers and sheets. When released the bind- 
ing returns to its original closed position and the job is done. No 
special skills are required. Anyone can punch and bind an average 
ooklet or presentation in less than a minute. Books bound with 
GBC plastic binding open perfectly flat. Every pair of facing 
pages is a unit, making possible large charts, tables and illustra- 
tions. Loose sheets of almost any size or material can be neatly 
bound together with GBC plastic binding on this office-type unit. 
No special covers, staples, fasteners or similar devices are required. 
Bindings are available in several colors and sizes and can be re- 
used many times over. 


ABOVE: 

COMBINATION STAPLER-REMOVER, model B8R, has been an- 
nounced by Bostitch, 917 Mechanic St., Westerly, R. |. It is a 
blade-like fixture attached to the plastic base of the Bostitch B8 
desk stapler. To remove staples with this new device the operator 
merely slides the remover blade under the staple and pushes. 
It doesn't have to be lifted or twisted. The remover is a perma- 
nent fixture on the stapler. 


WHEEE=- 


spect POSTING & REFEREN 
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ABOVE: 


IN THE MIDST OF a demonstration at the Wheeldex Corp. 
booth during the recent office equipment exhibit of the National 
Office Management Association, is B. G. Stegman. The four- 
day annual convention, saw the election of Hugh Wichert to 
NOMA's presidency. 
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LEFT: 

ELECTRONIC RADIO ALARM is the heart of a new burglar 
alarm and fire protection system, developed by El-Tronics, Inc., 
Philadelphia. Simple in design and operation, the device detects 
intruders by changed or “interrupted capacitance.’ When an 
intruder enters the sensitized area of the alarm, he disturbs its 
antenna capacity, causing a reaction in the set's electronic cir- 
cuits which set off the elarm. A thermal attachment makes this 
set a fire detecter. 


LEFT: 

PUSH-BUTTON RECORD KEEPING DEVICE unveiled by Rem- 
ington Rand, Inc., 315 Fourth Ave., New York, is an electrically 
operated unit called Robot-Kardex. It offers all the advantages 
of the Kardex visible records in a combination desk and cabinet 
which selects the desired record instantly and delivers it on a | 
firm writing surface at desk-height. The unit takes an average of 
only three seconds to produce the proper record slide, cuts em- 
ployee fatigue, and holds 59 per cent more sets of visible records 
per square foot than the standard Kardex housing. Machine con- 
sists of a metal unit holding 4,020 sets of records in 60 trays or 
slides, and a desk-top extensions at which a clerk sits. Without 
budging from her chair, the clerk has 4,020 sets of records at 
her fingertips. 


RIGHT: 

KODAGRAPH MICRO-FILE MACHINE, model D, is a semi- 
portable set that photographs drawings up to 24 x 36 inches at 
normal reductions of 10 to 20 diameters. When larger docu- 
ments or drawings (up to 37 x 52 inches) must be photographed, 
reductions up to and including 30 diameters can be obtained 
through use of the accessory copyboard. Machine has a base 
only 36 inches square, and can be set on a desk or table. Pri- 
marily intended for use with 35mm. film, it can be converted to 
accept l6mm. microfilm, for filming letter-size records. A prod- 
uct of the Eastman Kodak Co., Rochester 4, New York. 
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ABOVE: 
HIGH-SPEED PHOTOGRAPHIC identification unit for posi- 


tive identification of personnel is manufactured by jhe Indus- 
trial Division, Graflex, Inc., Rochester 8, New York. The all-in- 
one unit consists of camera (enlarged picture of it in inset) y 
lights, numbering device, and adjustable background on a sturdy x { 
stand. The unit will turn out up to 400 pictures per hour on _™~ 
35mm. film. Negatives, which are | x 134-inches, may be printed 
by contact on all-photographic passcards, made into prints for 
tamper-proof badges and personnel records or other purposes. 
»m- No photographic skill is required to operate the unit since focus, 
ally lighting, and exposure are standardized. Unit is mounted on 
ges rubber casters so that it may be moved from one room to an- 
net other. Film for machine is available in fifty and 100-foot rolls. 


ABOVE: ABOVE: 
DESK MODEL POSTAGE METER, little larger than a dial FIRST OF iTS KIND, the Voice Eraser, a high speed, continuous 


phone, yet a complete metered mailing machine that stamps and 
seals mail of all kinds and classes, has been introduced by Pitney- 
Bowes, Inc., Stamford, Conn. By simply dialing the stamp value 
wanted and pressing a lever the meter prints it, complete with 
dated postmark and optionally, the user's own advertising mes- 
sage, trademark, or monogram. The DM model is finished in 
neutral tan with chrome and is equipped with a carrying case 
of airplane luggege. It is leased, not sold outright. 
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feed machine, is made by the Gray Mfg. Co., Hartford, Conn. 
With it, any discs up to 8!/2 inches in diameter may be erased 
as many as fifty times making it possible for users of Gray Audo- 
graph 60-minute records to obtain fifty-one hours of dictation 
on one record. A secretary is shown feeding used dictation 
machine records into the new equipment which "rejuvenates" the 
discs at the rate of one every three seconds. The Voice Eraser 
will be made available on a rental basis. 
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OEA Prepares for Year Ahead 

The end of a NOMA year finds Elmer Helm, Shell 
Oil Co., new president of the Office Executives Associa- 
tion of New York, preparing for next season’s chapter 
activities. 


Seen flanking Mr. Helm, who is at the head of the table, 
are Carl Basler, United States Rubber Co.; A. J. Amberg, 
A. J. Amberg Co.; A. J. McCrickard, Dictaphone Corp.; 
C. M. Skade, S. H. Kress & Co.; Robert Shull, Socony 
Vacuum Oii Co., Inc.; Homer Harrison, Kenneth H. Ripnen 
Co.; Charles Haverin, Metropolitan Life Insurance Co.; 
Edith Harper, Scott-Foresman Co.; Leta J. Stroben, Globe- 
Wernicke Co., and Theodore Lemcke, Standard Brands, 
Inc. Others present were H. Percival Riley, Thomas A. 
Edison, Inc.; A. T. Ruf and R. E. Forster, both of Ebasco 
Services, Inc.; H. J. Brogley, Johnson & Johnson; Ray Col- 
cord, Jr., Booz-Allen & Hamilton, and David Griesemer, 
Babcock & Wilcox Corp. 


Arthur K. Watson Gets New IBM Post 

Arthur K. Watson, assistant to the manager of the 
world trade division, International Business Machines Corp., ' 
590 Madison Ave., New York, has been elected vice-president 
and a director of International Business Machines Co. of 
Delaware, which directs the operation of IBM business 
throughout the world outside of the United States, it was 
recently announced. 

George H. Sheppard, president of IBM Co., Ltd. of Canada, 
and James G. Johnston, general manager of IBM world 
manufacturing, were also elected as directors of the Dela- 
ware company. 


Business Records Conference Set 

| The Records Management Association of New York, 
= formerly Filing Association, with offices at 299 Madison Ave., 
= has announced that an important conference on business rec- 
— ords will be held at the Commodore Hotel, New York, on 
io ae September 29th. 
aie Registrations will be for the entire day, with both morning 
and afternoon sessions and luncheon. Carefully selected 
speakers will present various subjects of interest and im- 
portance to records managers and administrators, according 
to Elizabeth G. Barnes, of the newly re-named Association. 


Tiffany In Executive Post At Burroughs 
Kenneth C. Tiffany, formerly director of finance of 
Burroughs Adding Machine Co., Detroit, was appointed vice- 
president in charge of finance of the company by its board 
of directors, at a meeting immediately following the regular 
annual meeting of stockholders held recently in Detroit. 
Mr. Tiffany is a member of the American Institute of Ac- 
countants, the Michigan Association of Certified Public Ac- 
countants, and the National Association of Cost Accountants. 


Indianapolis NOMA Chapter Elects Officers 

B. F. O'Neal, office manager for Stewart-Warner Corp, 
Indianapolis, has been elected president of the Indianapolis 
Chapter of the National Office Management Association 
C. C. Thomas of the Indiana Farm Bureau Co-operatiye 
Association was elected vice-president; Burke Anderson, 
United States Rubber Co., treasurer; Miss Eva Call, Indiana 
Condensed Milk Co., secretary. 

The following directors were also elected: Glenn Utter. 
bach, Standard Oil Co.; W. M. Pert, Inland Container Corp; 
Louis A. Lukenbill, Link-Belt Co.; Hugh E. Wriggles. 
worth, American States Insurance Co.; R. M. Conlon, Shel} 
Oil Co.; and Miss Marguerite Lamar, Butler University, 


Todd Company Names Presidental Assistant 

Appointment of Harold F. Nunn as assistant to the 
president of the Todd Co., Inc., Rochester, N. Y., manufac. 
turers of fraud-preventing checks, payroll systems, and Pro. 
tectograph check writers and signers, has been announced by 
President George L. Todd. 

Mr. Nunn currently is handling a special sales assignment 
in connection with the Todd Imprinter, the new machine 
which enables a bank to imprint depositors’ names and ad- 
dresses on checks while the customer waits. 

He also has charge of activities arising from the com- 
pany’s current fiftieth anniversary celebration at the home 
office and its 10 branch plants. 


Chicago Management Men Tee-Off 

Members of the Office Management Association of 
Chicago, held their annual golf tournament at the Itasca Golf 
Club, recently. The tournament was followed by dinner 
and entertainment. 


Phelps Service Corp. Purchased 

The Phelps Time Recording Lock Corp., 227 Fulton 
St., New York, announced the recent purchase of the assets 
and name of the Phelps Service Corp., New York, the na- 
tion’s oldest manufacturer of time recording locks. Mac. E. 
Zucker is principal stockholder and president of the company 
and Sidney Stackler of Highland Park, IIl., is vice-president. 
Mr. Zucker was formerly Western divisional manager for the 
Silent Watchman Corp. of Chicago. He is also president of 
the Wilmac Metal Products Corp. of that city. Mr. Stackler 
is president of the Central Watch Service, Inc., another 
Chicago firm. 

The Phelps company manufactures and services the Phelps 
Time Recording Lock, which, when installed on the door 
of a store or factory, records the exact time of every locking 
and unlocking. The Phelps service inc!udes weekly type- 
written records of every opening and closing. 


Booklet on Plant Maintenance Offered 

“The Tornado Method” is the title of a new 34-page 
booklet which covers in detail practically every problem of 
plant and institution floor care and maintenance. It describes 
the equipment necessary, the steps to be followed with both 
old and news floors of every type and composition, from 
preparation through sealing and finishing to maintenance, 
and includes a valuable Stain Removal chart. 

Every type of floor is given specific instructions—wood 
and wood block floors; asphalt, rubber tile and linoleum; 
concrete, terrazzo, ceramic tile and marble. The booklet 
describes the equipment necessary and gives complete in- 
formation on the many different types of brushes, discs, 
holders and pads available with specific instructions for 
removing old finishes, bleaching, sanding, sealing, waxing 
and polishing, and subsequent maintenance for each type 
of floor. New installations receive special atiention, and in 
addition, an entire section is devoted to removing stains and 
shampooing rugs and carpets. Copies are available upon 
request from Breuer Electric Mfg. Co., 5100 Ravenswood 
Ave., Chicago. 
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TOOLS OF THE OFFICE 


No. 7 in a series covering available types of office machines and equipment 


Accounting and Payroll Machines 


R. C. Allen Business Machines, Inc., 678 Front Ave., N.W., 
Grand Rapids 4, Mich. 

Model 1302 Bookkeeping Machine 

@ Base dimensions are 1212” x 1312”. Furnished in pear] 


grey color to harmonize with modern interiors. No special 


TOOLS OF THE OFFICE—1949 SERIES 


January, No. I—Office safes, check handling machines, 
executive chairs. 

February, No. 2—Typewriters, copy-holders, time record- 
ers, wardrobes and lockers. 

March, No. 3—Mail room equipment. 

April, No. 4—Air circulators, fans, air conditioning installa- 
tions, water coolers. 

May, No. 5—Microfilm equipment, visible index units. 

June, No. 6—Staplers, pencil sharpeners, shelving, storage 
equipment. 

July, No. 7—Bookkeeping, accounting, and payroll machines 

systems, and floor coverings. 
numbering 


August, No. 8—Intercommunication devices, 


machines. 

September, No. 9—Dictating machines, posture chairs. 

October, No. 10—Desk lamps, other portable lighting units, 
office lighting fixtures. 

November, No. 1!1—Duplicating & photocopying machines, 
file cabinets, transfer files. 


December, No. 12—Adding & calculating machines, execu- 
tive desks. 


July. 1949 


stand is needed. Adaptable for payroll, commercial ledger, 
bank bookkeeping and stock control. 

For commercial bookkeeping, the 1214” carriage will ac- 
commodate proof journal, ledger and statement with one 
handling of the figures. On payroll applications, payroll reg- 
ister, employee’s earnings record and check are prepared 
simultaneously. 

Incorporated into this machine are such improvements as 
a front-feed, making it possible to insert the forms in one 
continuous motion. True credit balances are printed in red. 
Tabulator stops and control bars are quickly removed and 
changed. Visible dials give the bookke:per instant reference 
on the amount carried in the machine. In addition, automa- 
tic dates, automatic carriage control non-add and subtract 
and automatic carriage tabulation are featured. 


” 


Burroughs Adding Machine Co., Detroit 32 
Hi Speed Payroll Accounting Machine. Style 30 17 00 
@ Metal case with brownish-gray ripple, non-glare finish 


designed to blend harmoniously with other office fixtures. 
Internal parts are cadmium plated. This machine has ten 
registers. Electrically operated. 15” front feed journal car- 
riage which automatically opens and closes. Automatic form 
spacing. Prints dates, numbers checks, warns of error in 
bringing forward “to date” balances, safeguards checks and 
ejects them, all automatically. Has simplified motor bar con- 
trol of all carriage operations. Prepares paycheck, state- 
ment, ledger with “to date” totals, and payroll journal, al] 
in one operation. Also prepares related records—posting 
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FROM TOP LEFT and clockwise: Burroughs’ Hi Speed Payroll 
Accounting; R. C. Allen's Bookkeeping Model 1302; the book- 
keeping machine of Monroe Calculating Machine Co., model 209- 
285-191: and Remington Rand's Foremost, model 685. 


separate bond ledger, quarterly report of earnings, withhold- 
ing statement and wage accrual ledger. 

Other machines of this basic type are these: Burroughs’ 
Commercial Posting Machine, Bank Ledger and Statement 
Machine, Bank Pesting Machine, R.E.A. Co-op Billing and 
Posting Machine, Budgetary Accounting Machine, and Cycle 
Billing Machine. 


Monroe Calulating Machine Co., Orange, N. J. 

Model 209-c85-191 Bookkeeping Machine 

@ Typical Monroe posting machine; one of many models in 
this class which are made for a wide variety of accounting 
and bookkeeping jobs, such as accounts receivable, accounts 
payable, payroll, stock record, etc. As illustrated the ma- 
chine is set up for accounts receivable work in which a 
ledger, statement, and journal are posted simultaneously. 
Like every Monroe, the machine can be readily adapted to 
other kinds of bookkeeping merely by making an easy, rapid 
change in its programming. Equipped with a 13” frent in- 
sertion carriage and is also available with 1534” and 18” 


and opening are some of its automatic features. The Monroe 
is compact; can be used cn a desk for the base measures 
only approximately 14” x 13”. 

Delivery within 30 days in most cases. 


The National Cash Register Company, Dayton 9, Ohio 
Model 221151145) Payroll and Distribution Machine 
@ Possesses every automatic feature necessary for the pro- 


duction of complete payroll records with speed, ease, and 
accuracy. Every record is complete and all are produced 
simultaneously. Ample capacity has been provided to handle 
any present or future payroll requirements. 

Among the significant mechanical features of the machine 
are: automatic spacing of all records including the original 
media from which the payroll is written . . . automatic con- 
trols to lock the machine if ali forms are not in place or if 
the deductions exceed the earnings . . . 14 separate totals 
for earnings and deductions, 3 proof totals and a locked audi- 
tor’s total of net checks written. In addition, 5 separate bal- 
ances are automatically computed on each employee's 


carriages. Carriages can be either full journal or tape jour- records. Offers high production with small expenditure of 
nal type. Totals and sub-totals, dating, carriage tabulation (Turn to page 50) 
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You get more work done...better...faster. Down go clerical A *Get mi en 
costs. Down goes overtime! 20-page booklet, 


How to Save 
Money on Your 


On some jobs, as much as two thirds of the posting is done 
7 esos cg AN a no chance of human error—by National Bookkeeping, 

ccounting Machines! from your 

No wonder National Mechanized Accounting pays for itself local National 
quickly —often within a year—and then goes on paying you. Representative, 
No wonder it makes hand-accounting in the office as out of date FEPING or write to: 

“eae BOokK 

as hand production in the factory! 

Why not find out what the saving power of National’s ex- 
clusive combination of advantages can do in your business. Your 
local National representative will gladly tell you. Veli, ] 
THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 

ACCOUNTING MACHINES 
CASH REGISTERS * ADDING MACHINES 
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A NEW COMPANY 


a greatly expanded National sales and service 


organization, known as Plus Computing 
Machines, Inc., now established as a subsidiary 


of the manufacturer, Bell Punch Company. 


A NEW POLICY 


that assures you of adequate supplies of 
PLUS machines, and carefully selected sales 


and service representation. 


A FINER PRODUCT 


the original part-keyboard key-drive calculator 
and the new full-keyboard line now quieter, 
faster, more economical—6, 9 and 12 column 


° machines for every calculating need. 


MORE FOR YOU 


more speed, more work per hour, more opportunity 
for modern mechanized figure production, more 
money for other needs through lowered first 


foie Cell buy, te L-PLUS* 
PLUS COMPUTING MACHINES, Inc. 


Subsidiary of Bell Punch Company + Established 1878 
37 Murray Street, New York 7, N. Y. 
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Accounting and Payroll Machines 


(From page 46) 

clerical effort. The combination check and pay statement 
provides each employee with a complete record of his pay. 
The check is automatically dated, numbered and filled-in in 
two places. The pay statement is completely itemized: the 
various types of hours and earnings are printed in black and 
all deductions are printed in red. In addition as many as five 
balances are automatically computed: gross and net pay, 


National Cash Register's Payroll and Distribution Machine 


earnings and tax withheld year to-date plus any other year 
to-date balance, such as savings bonds or annuities. This 
complete record reduces greatly the number of employee 
questions relative to their pay. 

The automatically produced employee’s earnings record 
provides complete information about every type of earning 
and deduction affecting each employee’s pay. It is an origi- 
nal print, no carbon being used. The automatically produced 
to-date balance of gross earnings and tax withheld greatly 
facilitates the preparation of government reports. No quarter- 
ly or annual recaps are necessary to bottleneck production. 
Separate pay reports are facilitated for the same reason. 
The combination payroll journal and check register is a 
complete automatically produced transcript of every entry 
appearing on the earnings’ record, check and pay state- 
ment. It too, is an original print, no carbon being used. Due 
to the unique construction of the National Payroll and Dis- 
tribution Machine, every entry is instantaneously recorded in 
its proper column, in the proper color, and opposite the 
proper employee’s name. 

For analysis: as many as 42 totals are available for un- 
limited distribution of sales, purchase, costs, expenses, etc. 


Remington Rand, Inc., 315 4th Ave., New York 10 
Model 685—The Foremost 


@ Dimensions: size 28” x 18”, with front and back feed car- 
riages to accommodate forms up to 25.5” in width. Innova- 
tions include a streamlined, non-glare case which eliminates 
eye-strain and finger-grooved organ-type keys for simpler 
operation. Optical lucite which covers the registers and 
magnifies all figures for increased visibility, and the special 
insulated, noise-absorbing, Aphonic Stand reduces operator 
fatigue and prolongs machine life. 

All Foremost models are completely electrified. Modei 
685 computes and prints balances automatically, while all 
models provide automatic tabulation, automatic proofs, and 
automatic carriage return and line spacing. Front feed in- 
sertion and collation allows three or more related records 
to be produced at one posting operation. 

Many specific applications may be handled on one machine, 
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since the operator can add, remove or reposition r<gisters at 
will in a matter of seconds. The Foremost series has been 
designed by its ultimate users. Trained representatives of 
Remington Rand spent several years collecting ideas on 
management requirements from presidents, contrcllers, of. 
fics managers and other executives. The recommendations 
of these business administration leaders were, whenever pos- 
sible, incorporated in the final result. 


Underwood Corp., 1 Park Ave., New York 

Composite Accounts Payable Machine 

@ Features a ten-key keyboard only two by three inches ip 
size, has been produced and announced by the Underwood 
Corp., One Park Ave., New York. The dual plan provides 
for postings to the departmental journals to balance against 
the postings to vouchers, eliminating the necessity of pre- 
listing for proof purposes. The system has been primarily 
designed to expedite the handling of invoices so every dis- 
count and anticipation amount can be deducted with maxi- 
mum accuracy and minimum operator effort. Collation of 
forms is also eliminated, and each entry is identified by the 
receiving record number instead of the vendor's name. 
Totals-to-date are automatically extended following the daily 
postings to each departmental purchase journal and to each 
departmental return journal. Checks are written automat- 
ically and the operation of the machine and system is so 
simplified that anyone can start posting after brief instruc- 
tions, since practically all features are completely autcmatic. 


Tabulating 
Equipment 


International Business Machines, 590 Madison Ave., 
New York : 
Electric Punched Card Accounting Machines : 
@ Numerical and alphabetical facts are punched in IBM 


cards by an operator on high spzed equipment, are produced 


High-Speed Electric Punched Card Accounting Machine 


of International Business Machines. 


automatically from other cards already in existence, or are 
mark sensed. In the mark sensing process, pencil marks 
are sensed electronically and then the information that 
the marks represent is punched automatically into the cards, 
making the IBM cards original records. 

(Turn to page 52) 
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> On 
of- < The new FULLY AUTOMATIC FIGUREMASTER... 
tions designed for the user who is concerned with 
OS- - ° 
. heavy-volume figure production at the least cost, 
sets a new high for calculator performance. 
Its 18 principal new features include automatic 
>s in point-off in division, indicated as a decimal or 
-_ ercentage 40% greater dial visibility 
ides P age... ogres Z Panis 
inst “phantom touch” key action for almost 
-_ effortless operation. After brief instruction, 
rily : 
dis- anyone in your office can operate a 
axi- Figuremaster efficiently. Available 
1 ° 
Pe with 10 or 8 bank keyboard. 
ime. 
aily 
ach 
nat- 
5 SO 
"uc- 
atic. 
The new SEMI-AUTOMATIC FIGUREMASTER... 
BM designed for the lower priced calculator field, 
a has the fastest and surest electric multiplication 
of any calculator of its type. Also available 
in 10 and 8 column capacities, these semi- 
automatic Marchants have all the outstanding 
new developments of the Figuremaster 
line. These new achievements, together 
with Marchant’s traditional supremacy 
in accuracy control, simplicity and 
silent speed, establish the new 
Figuremasters as the world’s 
foremost calculators. A : 
in ae oe ioueanee- ren Sibel ddnibcane déstomenae 
chs MARCHANT CALCULATING MACHINE COMPANY Es 
hat For a demonstration, no obligation of course, call the Marchant Oakland 8, California 
rds, Man in your phone book today. Or, mail the coupon to : Please send me free information about the new Figuremasters 
Marchant Calculating Machine Company, Oakland 8, California. ; I am interested in the Fully Automatic C] the Semi-Automatic 2 
. ‘ Name 
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" SNAPSET AUTOMATIC 


‘ _ FEEDER" cut billing costs, 


Uses 2 to 20 part, sin- 
gle set one-time 
carbon forms, up to 
9” wide, " long. 


_ machine. No more fumbling with forms or time- — 

wasting hand-feeding . . . the typist merely presses 
a button, and the machine drops a complete set of — 
forms into place, aligned and in perfect register, — 

- teady for typing. For complete mip. = q 


_ wire or phone today! 


AMERICAN BUSINESS sweat 


y Manufacturers, Designers, Creators of Business Forms 


Tabulating 
Equipment 


(From page 50) 


One widely used application of Electric Punched Card Ac. 


| counting Machines is the payroll procedure. A complete file 


of cards is maintained—one card for each employee. All in- 
formation required for developing payroll records is punched 
in this master set of cards which serves as a basic contro] 
record and is used to create attendance cards and other 
payroll cards. At the end of the pay period employees are 
given not only an IBM check but also a complete earnings 
record, listing all items entering into the computation of net 
pay. After the preparation of the check and statement, the 
payroll cards are used for the many required payroll re- 
ports. Payroll and Check Register, Account Distribution 
Summary, Attendance and Overtime Analysis, Employment 
and Earnings Records, Government Reports, Analytical Re- 
ports—all are prepared with the information arranged as 
desired by management. Thus formulation of policies js 
simplified by comprehensive reports, control of payroll ex- 
penditure is provided, reports and records are available at 
an early date, government reports are prepared automatic- 
ally, minimizing peak loads. 

The Electric Punched Card Accounting Machine is highly 
flexible in that it prints numerical and alphabetical infor- 
mation in the desired arrangement on checks or reports. It 
adds, subtracts, and secures many combinations of totals. 
It lists information at a speed of 80 lines a minute or accu- 
mulates at the speed of 150 cards a minute. Through the 
automatic carriage, the machine will space automatically on 
continuous forms. 


| Remington Rand Inc., 315 4th Ave., New York 10 


| 
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Type 3100 Alphabetical Tabulator 
@ Dimensions: Height, 4’ 4”. Floor Space: 2’, 442” x 2’, 5”, 


| Completely automatic machine actuated by punched cards, 


(Turn to page 54) 


Remington Rand's Alphabetical Tabulator. 
AND EQUIPMENT July, 1949 
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zipper carrying 
case available 
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ADDING 
MACHINES 


...are in a league by themselves. 


Check these features... weighs 61/2 pounds; short 
stroke handle; sturdy construction; non-crawling ; 
non-glare keys with full size keyboard; totals and 
sub-totals in red ; over-size numerals ; and many more. 


You are missing the bet of a lifetime if you don’t 
team up with a Swift now. Remember, it is small in 
size, cost and weight...three big advantages that 
make it an important part of all types of businesses 
-large or small. 


See your dealer, or write: 


WIFT 


BUSINESS MACHINES CORP. 


= Great Barrington, Massachusetts 


July. 1949 


LEDGER 


SHEETS 


The same fine quality 


papers —the same ac- 
curately ruled forms — 
are now available at 


quantity discounts on 


your own selection of Eo— 


rulings from our large 
assortment of Ledger 


Sheets. The coupon be- 
low will bring you the 
complete descriptions of 
all rulings . . . PLUS 
discount informa- 


Ss 
—— 
— . 
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COLUMNAR PADS 


Widely accepted as the stand- 
ard. Buff bond paper with 
a non-glare finish. Ten 
standard forms, pen ruled 
in Brown and Green to 
minimize eye strain. Also six 
popular rulings of Account- 
ants Work Sheets. 


-_ 
sewer 


Complete descriptions of these forms and 
rulings are in the newly revised supple- 


COLUMNAR FORMS 


Ideal for Statistical Analysis 
or General Accounting, Ruled 
in Brown and Green on 
heavy White or Buff ledger 
paper. Line numbered for 
easy posting, 


ment to Catalog “J”, Business Forms and 


Accounting Systems. Mail the coupon 
below for your copy of this booklet. No 


obligation, of course! 


The C. E. Sheppard Co. 


= 


44-01 TWENTY-FIRST STREET 
LONG ISLAND CITY 1, N. Y. 


Mail This Coupon TODAY! 


1 | 
1 THE C. E. SHEPPARD CO. ; 
44-01 21st Street, Long Island City 1, N. Y. , 

| Please send me the newly revised supplement to Catalog “4”, 
] together with full information about the quantity discounts you | 
offer in “Office Management & Equipment.” i 
: BOTTA, 6 ccc cccc cc cece seesccscvesecveceseserseccecesees 1 
] i, : @!\ PTT TTTrrrrrreeriere re \ 
] STREET ADDRESS ... 1. wc ccc ccc cc cccssccccsvcsscccesscese ] 
9 RE wn ws nn + +> 2 nso o SS at aeeren meena 
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(From page 52) 
From punched tabulating cards, today’s Alphabetical Tabu- 
lator adds, subtracts and totals with as many as 160 counters; 
it prints 100 numbers or letters simultaneously on one line, 
in any desired position; prints one, two or three lines from 
one punched card; provides continuous feeding, instantan- 
eous spacing of business forms. All operations are per- 
formed at the rate of 6,000 cards per hour. Price: Rental or 
purchase; broad price range depending on individual re- 
quirements. 
Remington Rand Type 320 High-Speed Sorter 
@ Dimensions: Height, 3’, 342”. Floor Space: 2’ x 5, 4” 
Operates on the principle of automatic, mechanical selection 
of information for the sorting of punched cards. Sorts 
punched cards into alphabetical or numerical sequence 
needed for any report, at the rate of 25,200 column-sorts an 
hour. Price: Rental or purchase; broad price range depend- 
ing on individual requirements. 
Type 306-2 Visible Alphabetical Punch 
@ Dimensions: Height, 3’ 342”. Floor Space: 3’, 2” x 2, 8”. 
Operator sets up all information on Alphabetical-Numerical 
keyboard. With one key depression, holes are punched 
simultaneously for as many as 90 columns of information. 
From original media, operators record business transactions 
in tabulating cards by means of punched holes. The simul- 
taneous punching principle permits correction of errors be- 
fore punching and automatic repeat punching. This princi- 
ple and other features such as automatic feeding and ejecting 
of cards, feather-touch keyboard and 100 percent visibility 
of card before punching, make it fast and accurate. 
Price: Rental or purchase; broad price range depending on 
individual requirements. 
The McBee Co., 295 Madison Ave., New York 
McBee Keysort 
@ The Keysort card is specially designed to fit require- 
ments of each specific job. It may range in size from 2” x 
314” to 742” x 815” or larger. Each card has round holes 
punched adjacent to one or more of its edges. A letter, word 


a ¥ — a et. 7) lie 


The McBee Keysort. 


or number is printed beneath each hole, and each hole or 
combination of holes represents a certain item of information 
contained on the card. The part of the card between the 
hole and edge is punched or slotted to bring desired data to 
the edge of the card. 

For sorting, cards are held upright on a table and a sorting 
needle is inserted in the hole corresponding to the informa- 
tion required. The needle is raised and all punched cards 
drop out, while the unpunched cards remain on the needle 
and thus are sorted away. The Keysort method helps elim- 
inate time-consuming manual sorting of: (1) all operating 
forms used for distribution purposes and; (2) accounting 
and permanent record forms designed to provide statistical 
data. The system has a wide range of applications in the 
accounting field. 


Payroll 


Todd Co.'s Form-Master 


Systems 


PICTURED — All forma collated on Posting 


Shaw-Walker's Kopi-Spot 


Bates Accounting Forms Co., Inc., 33 W. 42nd St., 
New York 18 


Ever-Ready Payroll System 
@ New addition to Bates line. Employs the principle of 
integrated payroll forms—journal, earnings record forms, and 
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come 


employee's statement, and in the case of firms paying by 
check, there is attached also the check. All of these forms 
are made out in one single operation through an ingenious 
method of placing the forms and carbon triplicates. The 
heart of this system is the register, a small metal plate 
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measuring 6” x 11” of stainless steel equipped with sliding of the lever, the writing position always remains in the 
mounting pins and flange runners. A simple adjustment at same comfortable position. The earnings record is the only 
the beginning of the pay period is all that is needed. Payroll form which needs be handled. It is slipped up against a spe- 
records produced are clear and accurate, and achieved in the cial guide which is set once each pay period to speed the 
time normally spent in entering any single set of figures in alignment of the form and assure accurate registration. Price 
any of the three payroll operations usually employed. $59.50. 
Delivery: Immediate. Delivery: Immediate. Paywrite forms also in stock. 
hole or 
‘mation 
en the 
data to é 
' 4% 
Sorting ; 
forma- 
1 cards 
needle Left: Remington Rand's Multi-Matic Accounting System; above: 
agen the Ever-Ready Payroll System of Bates Accounting Forms Co. 
erating 
unting 
tistical Remington Rand, Inc., 315 4th Ave., New York 10 The McBee Co., 10 Fiske Pi., Mount Vernon, N. Y. 
: Multi-Matic Accounting System McBee Collating Writing Board 
in the @ Dimensions: Approximately 18” x 24” x 3”. Metal post- @ Dimensions: 1712” high by 15” wide. Solid one-piece alu- . 
ing surface, metal movable arms, color and numeric match- minum board. Brushed aluminum finish. g : 
ing control. A payroll register, journal sheet or other ac- Careful construction of lever to move and lock register Nas. 
——s counting form is placed in position on the posting surface copy into proper posting position, always assuring perfect 
securely held by lugs and arm. Carbon paper is inserted alignment for posting entries. A durable cellulose shield be- nie 
over form. Employee earnings card, ledger card, or other neath the journal copy protects the records, keeping them - 
accounting form, or card, is inserted under one clamp of clean. The writing position is fixed so the operator always 
movable arm. Check, voucher, statement, or other form is writes in a natural, comfortable position. Employees’ payroll 
inserted under second clamp of movable arm. records are of heavyweight card for permanency and dura- 
Single writing produces three accounting documents, such bility. 
as pay check, earning statement, earnings history record, The purpose of the McBee Collating Writing Board is to 
and payroll register, or voucher, ledger, and journal entry of enable the operator to complete the payroll record in one 
accounts payable by shifting movable arm to proper position writing. Stack a full set of employees’ permanent payroll 
onform. Register is provided, and errors prevented by posi- record cards on the board at one time. The cards are aligned 
tion locking of movable arm with color and numeric match- over the gold peg at the right, opposite the line for the cur- 
ing. rent payroll period. This is the fixed writing position. 
Attach the payroll register to the movable bar at the left. 
Place the check or cash payment record of the first em- 
Reynolds & Reynolds Co., Dayton 7, Ohio ployee on the board, over the posting line peg. Make a “one 
Paywrite line” entry on the check, and all three records have been 
° Dimensions: 21” x 21” x 5s”. Has all metal construction posted, each on its proper line. 
with a brown crackle finish. Light and compact . . . weighs Next, remove the completed permanent record and check 
less than 12 pounds with cover. Collapsible legs pull out to in one operation. 
adjust the writing angle of the Paywrite on the desk, if de- Then, move up the lever one notch so that the register is 
sired. Rubber feet along either side provide still other writ- in the proper position to receive the next entry. 
Ing positions and protect desk surfaces against scratches. Place the check for the next employee on the board. And 
When not in use, the entire unit can be slipped in a desk repeat the above process until the register is completed. 
drawer. The Writing Board is fast, accurate and simple, easy to 
— Paywrite completely eliminates two payroll postings by use and easy to understand by the average office employee. 
enabling the operator to post the entries on the wage state- Basic forms include employees’ checks (or cash payment 
ng by ment of the check, the employee’s earning record and the record), payroll register, and employees’ permanent record 
forms payroll summary sheet all in one writing. The checks are pre- cards. 
anious loaded so that a flip of the finger places the check in writing The Waxspot carbon at the top of the check or cash pay- 
The Position. Since the payroll summary, which is held in posi- ment record assures sharp legible entries on the register 
plate tion by pegs, is re-aligned for each successive entry by a pull sheet. (Turn to next page) 
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(From page 55) 

The McBee Collating Writing Board is a flexible, low-cost 
method of handling a payroll. Because it is simple, no par- 
ticular skill is needed, and thus many employees can be 
trained in its use in a matter of a few minutes. Inexpen- 
sive: several boards can be used for extremely large pay- 
rolls to save even more time; adaptable to almost any exist- 
ing payroll plan. 

Also adaptable to inventcry, accounts receivable, and 
accounts payable records, where it is desirable to prepare 
a ledger and journal in one writing. 

Price $30. Stock Forms and Equipment are carried in stock 
for immediate shipment. Standard Forms, which require ad- 
ditional manufacturing operations, are delivered according to 
current Delivery Schedule. 


Shaw-Walker Co., Muskegon, Mich. 
Kopi-Spot Payroll Pian 


@ Board dimensions 14” x 17”; steel and plastic, ebony fin- 
ish. Posting board has lines 1 to 36 ruled on edge of clamp 
which are in alignment with lines of Kopi-Spot’s payroll 
summary form. 

Delivery: Immediate. 


gerenen 


Todd Company, 1150 University Ave., Rochester 7, N. Y, 
Form-Master 


@ For simultaneous posting of payroll records. Designed 
to save time, prevent errors, reduce cost of the payroll opera- 
tion, assure up-to-date records, and simplify payroll pro. 
cedures. 


The unit consists of a Masonite base, with metal pegs to 
hold the payroll summary in position; plastic adapter, with 
pegs holding check or cash statement and stub (employee's 
statement) in position; and carbon roll. Entries are made 
directly on employee’s statement. Transkrit (wax spot car- 
bon) on reverse of statement transfers entries to earnings 
record; carbon is unrolled beneath adapter, transfers entries 
to payroll summary. Entries may be made with any hard- 
point writing instrument. 


All forms used with the Form-Master are furnished to ft 
the circumstances cf each employer. Special forms are de- 
signed if cireumstances—such as deductions other than those 
standard throughout industry—so demand. Both check and 
cash payrolls can be handled. 


Delivery: Immediate. Where the design of special forms 
is necessary, delivery might still be within 30 days. 


Floor Coverings 


Armstrong Cork Company, Lancaster, Pa. 

Rubber Tile—GRS 

@ Made in 13” and 3/16” gauges in the following dimen- 
sions—Squares 3”, 4”, 6”, 9”, and 12”. Also in half tile cut 
diagonally from squares. Oblongs—3” x 6”, 6” x 12”, 9” x 
18”, 9” x 36”, 12” x 36”, and 18” x 36”. Feature strips are 
Maximum length of fea- 


supplied in widths from 14” to 3”. 


Above: Nairn Deluxe Veltone Linoleum; left: Terraflex, new Johns- 
Manville plastic asbestos floor tile; below: Rubber tile installation 


by RCA Rubber Co., in an Akron department store 
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Above: Armstrong Cork's rubber tile, GRS; right: a Danbury 
Rubber Co. installation in the office of J. P. Stevens & Co., New 
York; and below, a Wrigh#flor installation in Maryland Casualty Co. 

general office in Chicago. 
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ture strips is 36”. The complete line consists of 15 colors; 
fourteen marbleized patterns and plain black. 

This resilient tile flooring is made of synthetic rubber 
known as GRS (Government Rubber Synthetic). Because it 
is a manufactured material, the rubber synthetic can be con- 
trolled to close specifications for uniform quality. Has high 
resistance to indentation of furniture loads—up to 200 lbs. 
per square inch. Has high tensile strength which reduces 
the possibility of cracking under impact or through aging. 
The glossy sheen is due to the vulcanizing process required 
during its manufacture to fuse the rubber particles and 
fillers together. It can be installed over any type of sus- 
pended subfloor. 

Other types of Armstrong floor covering are described 
briefly: Linoleum, Battleship—Solid colors in Heavy (%”) 
gauge. Suitable for heavy traffic areas. Linoleum, Embossed 
Inlaid—Heavy (%”) and Standard (3/32”) gauges. De- 
pressed pattern effect. Linoleum, Jaspe—Same gauges as 
Embossed and Inlaid Linoleum. Two-toned striated effect. 
Linoleum, Marbelle—Heavy, Standard, and Light (1/16”) 
gauges. Allover marbleized effect. Linoleum, Straight Line 
Inlaid—Heavy, Standard, and Light Gauges. Designs pro- 
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duced by inlaying separate colored pieces or blocks. Lino- 
leum, Plain—Heavy and Standard Gauges. Solid Colors. 
Linotile (exclusive with Armstrong)—Highly resistant to 
abrasion and indentation. Marbleized colors. Good for office 
interiors. Rubber Tile—Plain and marbleized colors. High 
gloss finish, quiet and comfortable under foot. Asphalt Tile 
—Plain and marbleized colors. Recommended where low 
cost is important. Only type of nonceramic tile recommended 
for use on concrete, on or below grade. Not affected by 
moisture or alkalies. Corlon Tile—Marbleized colors. New 
plastic flooring. Armstrong says substantially more resistant 
to wear than any other type of resilient floor tile. Can be 
applied on grade slabs. 
Congoleum-Nairn, Inc., Kearny, N. J. i 
Nairn Deluxe Quality Veltone Linoleum 
@ Available in rolls 6’ wide and in 6” x 6” and 9” x 9” tile. 
Thickness is 4s”. Described by the manufacturer as “a true 
linoleum of special composition.” Made in a variety of 
marbleized colors, backed with burlap. “Nairn Deluxe Qual- 
ity Veltone offers longer life, greater resilience, easier main- 
tenance, finer appearance, and higher resistance to slipping,” 
maker claims. Price approximately 45 cents a square foot 
in sheet goods and 55 cents a square foot in the tile depending 
on size and location of installation and the type and condi- 
tion of the underfloor. 


(Turn to next page) 
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Danbury Rubber Co., Danbury, Conn. 
Rubber Floor Tile 


@ Dimensions: 6” and 9” squares, 43” and 3/16” thick. Hard 
finish vulcanized rubber tile with color going clear through 
the product. Danbury Wavedge tile—a new patented curved 
tile design—offers many design possibilities. 


Fremont Rubber Co., McPherson Hwy., Fremont, Ohio 
Rubber Floor Tile 


@ Dimensions, 9” x 9” and 6” x 6” diagonals, stars, polka- 
dots. 

Fourteen solid and marbleized fade-resistant colors permit 
a variety of patterns that take into consideration the ele- 
ments of room size, location, temperature, lighting, traffic, 
furnishings, business aims and desired psychological effects. 

Colors go all the way through, can’t show wear. Long 
wearing. Withstands heaviest traffic, resists denting and 
scuffing. Fire-resistant, burning cigarettes leave no blem- 
ish. Suppresses sound. Lessens fatigue. Easily applied. 
Lies flat. Cut accurately. Uniform thickness. Slip-resis- 
tant. Grease-resistant. 


Johns-Manville Co., Inc., 22 E. 40th St., New York 16 
Terraflex 


@ New plastic asbestos floor tile. Comes in wide range of 
bright, clear colors that are stable. Unaffected by grease and 
oil, alkaline moisture, and mild acid solutions. Can be ap- 
plied below grade as well as above grade. Extremely flex- 
ible; can be laid over any type of base since it will conform 
to uneven floor surfaces and will absorb the normal play of 
wood floors. 

Resists fire and cigarette burns, and more than meets 
specifications of government and industry for resistance to 
abrasion and indentations. Its resilience makes it comfort- 
able and quiet underfoot. 

Delivery: Immediately. 

Also available is wide range of Johns-Manville asphalt 
tile allowing a wide variety of floor designs. 


R.C.A. Rubber Co., Akron 5, Ohio 

"Flexi-Flor'’ Rubber Floor Coverings 

@ Various sizes in thicknesses of 3/32”, 1”, or 3/16”. 
Variety of styles. 


Tile-Tex Co., Inc,, 1232 McKinley Ave., Chicago Heights, Ill. 
Asphalt Tile 


@ Manufactured in the following sizes and thicknesses. 
Standard sizes, 6” x 12”, 9” x 9”, 12” x 12”, and 18” x 24”. 
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Tile-Tex is a resilient, durable, moisture resistant materia] 
that comes in a variety of colors and designs. Fire resistant, 
resists stains and scars. Can be installed on or below grade 


Wright Mfg. Co., 305 Seventh St., Houston, Tex. 
Wrightex and Wrightflor Tile and Wright-on-Top Compres. 
sion Base 

@ Wrightex is a soft tile for quietness. Wrightflor is g 
harder tile where heavy traffic is a factor and ease of maip- 
tenance an important consideration. Both rubber tiles haye 
resiliency, with more of this quality in the softer tile, 
Wright-on-Top Compression Base is designed to go around 
the wall base. 

Dimensions—Rubber tile comes in standard sizes of 8” x 
9”, 6” x 6”, 4” x 4”, 9” x 12” and 9” x 18”. It measures \’ 
or 3/16” in thickness. The 3/16” thickness is sometimes de. 
sirable where there is extremely heavy traffic such as in ele- 
vators and entrances. Wright-on-Top is made in four and 
six-inch widths and 4% and 3/16 inch thicknesses. Each 
piece is 42” long. Molded composition of rubber and other 
materials to give a wide variation of colors all of which is 
solid color, not just a surface finish, so that as it wears over 
a long period of years it continues to look fresh and new. 


Floor 


Coverings 


Above: A reception and show room covered 
with Fremont Rubber floor tile. Left: Tile- 
Tex in a brewery office. 
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BLACK CATS 7 


DARK CLOSET... 


... that important “WANTED IMMEDIATELY” 7 


paper can be exasperatingly elusive 


—just at the critical moment. 


Costly business! . . . plaving hide- 
and-seek with needed letters, 
documents and business records. 
Time-consuming, nerve-racking, 
while progress halts. And abso- 
lutely needless! 

For a mere fraction of the cost 
of such inefficiency a Globe- 
Wernicke Safeguard Filing Sys- 
tem puts finding papers on a 
simple, fast, orderly basis. This 
is the filing system anyone can 
understand and operate. It turns 
up wanted papers in mere 
seconds. Even the “boss” can 
locate what he wants without 
taking lessons. 


TELL YOUR GLOBE-WERNICKE DEALER 
to put in a one-drawer try-out 
unit; prove to yourself that G-W 
Safeguard Filing causes “black 
cats” to answer roll call instantly. 


“FIND-1-TIS” is a helpful and authoritative booklet about 


filing. Ask your dealer for a copy or write us and we'll mail 
one to you; no charge. Please address Dept. O-7. 


Ss — Globe Wernicke = 


duly. 1949 


Engineering Specialists in Office Equipment, al d 
Systems, and Visible Records a g 


NORWOOD, CINCINNATI 12, OHIO vy 
OFFICE MANAGEMENT AND EQUIPMENT 


Have You Heard 
This .One—Lately 2 


Donald Deskey Associates, New 
York, eminent industrial designers, 
have been working with G-W en- 
gineering and production heads on a 
program of im- 
proved design and 
styling. This 
promises some 
very exciting ad- 
vances in the ap- 
pearance and 
functional qual- 
ities of G-W 
products. 


Donald Deskey 


In times like these a lot of moss- 
covered office practices are getting a 
good going over, by executives who 
want what they want when they 
want it—and no fooling! 


The franchised Globe-Wernicke 
dealer is more than a vendor of 
oflice equipment and supplies 
and systems. He has important 
and valuable service responsibilities. 
He and his specialists can help you 
get the most out of your office 
space, locate short-cuts in office 
routines, and make your systems 
faster and more accurate. 


Use the experienced know-how of 
your G-W dealer; and there’s no 
obligation. 


It is common talk that G-W Visible 
Records systems are unmatched for 
simple. “fool-proof” operation, speed 
and flexibility; straight one-motion 
operation without gimmicks — or 
gadgets. 


In a recent survey, 83% of G-W 
Franchised Dealers reported that 
they are prepared to assist busi- 
nesses in making efficient, space- 
conserving office layouts. 


Be sure to note the accompanying 
G-W ad devoted to the Safeguard 
Filing System, which we think is 
unusually timely. 


The attitude “We're doing all 
right; why change?” applied to 
office methods and systems, is 
costing Business plenty—sug- 
gesting a more or less scholarly 
treatise on *“*What Price Com- 
placency?”’ 


I thank you. « “Kes” Downing” 


Sales Promotion Manager 
The Globe-Wernicke Company 
59 
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WHY? Because he is sitting in a chair that is as 
much a part of him as the head on his shoulders. Sup- | 
ported and relaxed in the foam rubber, spring- 
cushioned comfort of his individually-fitted Sturgis 
Posture Chair, he is automatically encouraged to 
maintain the posture that discourages fatigue. 


A chair doesn't make the man but it helps— by help- 
ing him stay on top of the job. Your Sturgis dealer | 
will gladly demonstrate. 


Ever wondered how much bad 
sitting might be costing you? 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, “The 
High Cost of Sitting’. No 
charge—no_ obligation—just 
good common sense. 


A complete line of executive, stenographic, recep- 
tion and institutional chairs—posture-designed 
for the person and the purpose. 


_MAIL THIS COUPON NOW 


The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitt'ng”. 


NAME 


COMPANY. 


TITLE_ 


ADDRESS. 


CITY. STATE 


POSTURE CHAIR CO. 
Sturgis, Michigan 
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Bank Gets Mural 


(From page 26) 


dent of J. Walter Thompson; Jack I. Straus, preg. 
dent of Macy’s; Douglas L. Elliman, preside, 
of Douglas L. Elliman Co.; Edwin G. Merrill, hop. 
orary chairman of the board of the Bank of Ney 
York and Fifth Avenue Bank, and Arthur F 
Lafrentz, president of American Surety Co, By 
sticking their heads through the floor of the model 
room, they were able to see how the finished room 
would look, and—through the use of small color 
sketches in place—how the murals would appear 
when completed and installed. 

As the theme for a mural series, Binford took 
the history of the bank as related to the growth 
of New York. In developing his theme, Mr. Bin. 
ford tried to evoke the mood of the town as it has 
grown out of the life of its citizens, through re- 
curring seasons, and through changing customs, 
since those days when, some hundred and twenty 
years ago, the Greenwich Savings Bank opened at 
10 Carmine St. in Greenwich Village. 


Reporting to Employees 
(From page 28) 


per share compared with $1,038,133.56, or $4.58 
per share in 1947. In other words, the company’s 
financial participation in affairs of general public 
interest was nearly as great as its entire net in- 
come. 


Needed reserves 


*% “OF THE NET proceeds, $2.50 per share was 
paid to the shareholders and the remainder, equal 
to $3.46 per share, was kept in the business to 
provide needed reserves for the future. A good 
example of how such reserves are utilized for the 
benefit of our employees as well as the share- 
holders is provided by the year we have just com- 
pleted. At the beginning of the year our sales 
force was handicapped by the lack of a field inven- 
tory of finished calculators as our field consign- 
ments had been entirely depleted during the war. 
Now our field inventory once again has been re- 
stored ...a result of the large production pro- 
gram of 1948. The funds needed to buy the ma- 
chinery and the material and pay wages to make 
those calculators all came from money reserves 
that had been set aside from our income in pre- 
vious years. 

“Similarly the $785,083 of our income we have 
left after paying our bills, taxes and dividends re- 
mains in our treasury as a prudent provision 
against any uncertain trend the future might 
present.” 


July, 1949 
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. 
WITH FOLLOWER BLOCK CASES 


OPTIONAL 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED AS A FILE. Inter- 
locking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 
Constructed of heavy 
gauge steel to stand up 


for years. High gloss 
olive green baked enam- 


el finish. 
INSIDE DIMENSIONS OF FILES 
Width Height Length Packed 
No. 5 Letter Size. 12'/g x 103% x 24 | With or without rollers 
No. 6 Legal Size... 15'/e x 103%, x 24 | With or without rollers 
No. || Voucher Size -.. BYz x 53% x 24 3 On Guides Only 
No. 12 Invoice Size... 10 ox 8 x24 | On Guides Only 
No. 14 Check Size......9 x 3% x24 3 On Guides Only 


No. 5B Letter Base 
No. 6B Legal Base 
No. 12B Invoice Base 


FOLLOWER BLOCKS AND BASES OPTIONAL 
SPECIFY IN ORDER 


Write for Literature on other sizes. 


INTERNATIONAL MFG. CO. 


2511-31 WEST 18TH ST. CHICAGO 8, ILLINOIS 


YOU WILL 
PROFIT 
BY USING 


Vhe fiona 
Proncils 


BECAUSE 
NATIONAL 
ISA 

REAL 
QUALITY 
PENCIL 


The Cedar King. Nationally 
known. Nationally advertised, 
fast becoming America’s leading 
pencil buy . . . made in 5 de- 
grees ... boxed in dozens. A 
complete line is at your service. 


Ask your local dealer, if he cannot 
supply you... write to us. 


NATIONAL 
PENCIL COMPANY 


SHELBYVILLE 
TENNESSEE 


New York Office: 220 Fifth Avenue 


July. 1949 OFFICE MANAGEMENT AND EQUIPMENT 
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Ottice With Home Comfort 


(From page 30) 


Mr. Spero had a few ideas of his own on the re- 
modeling job. One of the more unusual ones was 
to eliminate the word “private” from his office 
door, which he leaves open most of the time. 

“TI don’t believe in having secrets from my em- 
ployees, Mr. Spero says. “The more they know 
about the business the better. I don’t believe in 
questionable deals and therefore I’m not afraid 
that they might hear something they shouldn't.” 

The office workers are proud of their new 
quarters. There is no snagging hose on splin- 
tered desks, tripping over wires, or going home 
with aching backs and tired eyes. Efficiency, in 
short, has increased immeasurably. Morale is up, 
with better feeling toward the man who signs the 
pay checks. 

At first Mr. Spero was doubtful about how his 
customers and clients would accept his living- 
room type of office. He thought many of his more 
conventional-minded business associates would 
accept his wife’s innovations with raised eye- 
brows. According to Mr. Spero, however, his new 
offices have had a most desirable effect on the peo- 
ple he deals with. He finds that his customers are 
more at ease and welcome the opportunity to take 
off their hats and coats, sit down, and relax as 
they discuss business. They find the Spero office 


atmosphere a perfect tonic for jagged nerves, 
And, what is even more important to Mr. Spero, 
he has found that his ulcers have not been acting 
up so much since he has been able to relax more 
while working. 

The greater comfort and contentment that his 
new quarters are providing are paying off in in- 
creased business, better customer and employee 
relations, and, as he says, “A longer and healthier 
life—I hope.” 


Transcription Supervisors Final Meeting 
Informality provided the keynote as the Transcription 

Supervisors’ Association of New York recently held the final 

meeting of the season at Whyte’s Restaurant, New York City, 

Following dinner, the members were entertained by Miss 
Esther So, who performed several Hawaiian dances which 
were interpreted by Miss Anne Glynne. Later, a motion pic- 
ture, “Hello Business,” was shown by the Remington Rand 
Co. 

Officers were then elected for the coming year. They are: 
Anna Rathjen, president; Carina Meyers, 1st vice-president; 
Maude Curry, 2nd vice-president; Margaret Turncliff, cor- 
responding secretary; Margaret Jones, recording secretary; 
and Rose Brown, treasurer. 


Product Design Seminar Scheduled 

As industrial design takes its place as an integrated 
profession, with definite responsibilities, it becomes more 
and more important that industrial executives understand 
what it is and how it works. As a step in this direction, 
Lehigh University, Bethlehem, Pa., in cooperation with the 
Society of Industrial Designers, has planned a six-week 
seminar on product design which will be held at the Uni- 
versity July 5th to August 13th. 


AMERICA’S GREATEST BUY 


IN STENCIL DUPLICATORS 


More Automatic Features Than 
In the Most Expensive Machines 


The sensational RUDCO Model 100 
offers more automatic and improved 
features than found on even the most 
expensive stencil duplicators. It has a 
completely enclosed cylinder with internal 
brush action—eliminating all possibility 
of messy operation. Equally important is its auto- 
matic roller action that contacts the cylinder only 
when a sheet of paper is in printing position. 


MODEL 100 


only $85 


(Counter $10 extra) 


COMPARE THESE FEATURES 


The RUDCO handles paper or card stock—post card to 
legal size—and registration is always hair line accurate. 


The RUDCO is built for hard use—and abuse. Com- 
pare it, feature for feature, with the most expensive stencil 
machines in the field. You'll quickly realize that here is 
today’s greatest buy in duplicators, regardless of make— 
regardless of model! 


Fully Automatic 

Automatic Inking 

Completely Enclosed Cylinder 
Improved Internal Brush Action 
Automatic Roller Action 
Automatic Feed 

Ball Bearing Construction 
Hairline Registration 

All Steel Frame 

Easy to Use 

Built for Years of Trouble-Free Service 


FLUC, 18 W. 18th Street 


New York 11, N. Y. 


Jaty, 1949. 


Write at Once for Complete Information. 


=Seeneorawn- 


466 W. Superior St. 


Chicago, Illinois 
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be ; YOU INCREASED iim — Produce | Results _ 
on SERVICE AND . = 


= | Get up to 600 letters per day 
hich | with one typist! 
pic~ 
and | Sales promotion, delinquent account solicitation, 
routine, inquiry, reply, and stockholder letters as 
_ Le oe R well as many others can be produced in quantity 
we io eg :: | and made really effective with Robotyper. 
or- 
ry; 
a C A R ' 0 N PA P : R 5 | Investigate 
wi TYPEWRITER CARBON BILLING CARBONS © | this modern 
ore ; _-FAN- FOLD CARBON PENCIL CARBONS © ; equipment 
nd /— CARBON JACKETS REGISTER ROLLS — coat 
ek _—s “ 
ii~ = l N K E D R [ B B 0 N S ™” The typist inserts the sheet, types the salutation 
VDE se and pushes a button. The result is perfect letters cs 
: TYPEWRITER RIBBONS TABULATING RIBBONS ~ Ti. a ee ee # 
Addressograph RIBBONS TIME STAMP RIBBONS touch with salutations and body copy matched. * 
Bookkeeping Mach. Ribbons Mach 8 
) setae! ; a Typist can do other work while the machine oper- e 
ates at triple speed or one girl can handle as many te 
HECTOGRAPH SUPPLIES |i—aiai 
HECTOGRAPH CARBONS MASTER UNITS = Rapeenandiags ie 
HECTOGRAPH RIBBONS DUPLICATING FLUID | as in cll importent 
ae —o CORRECTION PENCILS: ——™ ee Ri 
Pe ss 


Robotyper 
Corporation 
Detroit 34 
Michigan 


-mFG. corp. MI 
529 So. Franklin St. 401 Wood St. 270 Lafayette St. % é ¥ = - 


Chicago 7, Il. Pittsburgh 22, Pa. New York 12, N.Y. 
Factory: Coraopolis, Pa. 
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SHH SSSHSSHSSSSSSSHSSSSSSSSSSSSSOSHSSSSSOSSSOOOSD 


FOR THE HOT, 
HUMID WEATHER— 


furnish your customers with the AIll- 
Weather Wood Block Stamp Pad... no 
soggy impressions, non-hygroscopic. 


e Furnished in 5 sizes, 200, 0, 1, 2 and 3. 


e Four colors—Red, Black, Blue, Violet. 


SOSSSSSSSSSSSSSSSSSSSSHSSHSSSSSSSSSHHHSH® 


Write for Catalog 


Fulton SPECIALTY CO. 


FACTORY AND SHOW ROOM 
82 Fulton Street Elizabeth |, N. J. 


SHSHSSHSSHSSHSSSSSHSSSSHSSSSSSHSSSSSSSHSSSSHSHHOSHSSSHSOSOSSSOSOSOOSD 
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Metered Mail Syatees 
Letter and Parcel Post Scales 
-etter Openers ® Envelope Sealers 
_ _Multipost Stamp Affixers 
Mailroom Tables, Sorting Racks and 
. Mail Bags and Mail Bag Holders 
Endorsograph Check-Endorsing and Cancelling M 


Ticketograph Pay and Production Control Systems 
Automatic Stamp Vending Machines | 


Flexowriter Automatic Typewriters 
Mather Coupon Tickets and Suppl 


COMING witadesty tohee 


Business Show of Progress .. September 27th-30th 


a) 


xth Edi tian 
Palace Hotel, San Franci 
Records Menaul # Association of New York September 29th 
Bu Records Conference 
Commodore Hotel, New York 


National Business Show October 24th-29t) 


entral Pelace, New York 


( 
rc 


Honored for "Sources of Business Information" 

At the annual business meeting of the Special Libraries 
Association in Los Angeles June 17th, the first annual SLA 
award for notable professional achievement was presented 
to Edwin T. Coman, Jr., director of the library and assistant 
professor of business history at Stanford University’s Grad- 
uate School of Business Administration, for his recent book. 
Sources of Business Information. The award carries a cash 
prize of $100. 

Coman is a graduate of Yale University and of Claremont 
Colleges. His book was planned to fill a need observed jn 
his years of experience as banker, bond salesman, business 
librarian, and business school professor. The book was 
cited as an indispensable reference tool for the special li- 
brarian needing an evaluation of basic sources in the busi- 
ness field, and as the most authoritative and complete one- 
volume guide to selection and purchase of business mate- 
rials. For the business man wanting to improve his own 
organization or prepare for a more responsible position, 
the book is a pioneer work. 


New Paper Drill Announced 

The Mitchell Corp., 112 Matthews Ave., Hagerstown, 
Md., has announced their new Twirlit Senior noiseless mul- 
tiple paper drill with detachable, interchangeable drill heads 
for drilling various size holes in any size stock of paper or 
cardboard. 

The latest product can drill through 42-inch thickness of 
paper or cards at one drilling. Hollow cutters are of heat 
treated steel and the body is of cast iron, finished with baked 
crackle enamel. Has nickle plated fittings, rubber feet and 
adjustable heads. Drills never need sharpening, it is said, 
and precision adjustment of spacing guide and ruled scale 
assures uniform margins. 


AMA Holds Yearly Elections 

The American Management Association, 330 West 
42nd St., New York, recently elected officers and directors 
for the coming year, the twenty-sixth since the founding of 
the national group. 

In addition to numerous vice-presidents, those re-elected 
include John M. Hancock, Lehman Bros., New York, chair- 
man of the board; Lawrence A. Appley, president; Alvin E. 
Dodd, International Chamber of Commerce, New York, hon- 
orary president; and James O. Rice, secretary. 


Systems and Procedures Association Elects Crean 
The election of Raymond B. Crean to the presidency 
of Systems and Procedures Association of America was an- 
nounced recently by the board of directors, following the 
count of ballots gathered by mail at the office of the asso- 
ciation. He succeeds Frank Hoffmann, retiring president. 
Mr. Crean is assistant to the vice-president of Baldwin 
Locomotive Works, Chester, Pa. Joseph G. Nagro, Birdseye- 
Snider Division, General Foods Corp., New York, and Leslie 
M. Mannasmith of Montgomery Ward & Co., Chicago, were 
elected first and second vice-president respectively. 

A. L. Mettler, Electric Storage Battery Co., Philadelphia, 
was elected treasurer, and Gibbs Myers, Federal Telephone 
& Radio Corp., Clifton, N. J., secretary. Directors elected are: 
Sidney Knight, McKinsey & Co., New York; Roy O. Metcalfe, 
Jr., Southern California Gas Co., Los Angeles; and Victor H. 
Roman, Standard Oil Co. of California, San Francisco. 
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FASTENERS 
30 Styles and Sizes 


Capacities up to 6” 
—2000 sheets 


Binding satisfaction 
for everyone! 


ACCO PRODUCTS, Inc. 


OGDENSBURG, N. Y. 
In Canada: 
Acco Canadian Co., Limited, Toronto, Ontario 


3S 


The Newest and 


COLONIA Best in a Com- 


plete Line of Spirit and Gelatin 
DUPLICATING SUPPLIES 


COLONIAL 
CARBON 
COMPANY 


MANUFACTURERS 


a 


Trade Mark 


Liquid and Cream 
Cleansers 
Printing Inks 


Spirit and 
Gelatin Carbons 
Spirit Master Units 
Spirit Duplicating Writing and Stamp 
Fluid Pad Inks 
The most modern in equipment and chemical processes 
are combined to give you COLONIAL quality. Centrally 
located, we promise quick attention to your orders, prompt 
shipment. 


COLONIAL CARBON COMPANY 


Manufacturers of Finer Duplicating Materials 
5150 Church St., Skokie, Ill. * Telephone Skokie 4258 
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WHAT EVER HAPPENED 
TO THE OLD SOAP ERASER? 


The eraser of your childhood —the famous old 
Goodyear soap eraser —is riding a new wave of 
popularity. Students demand it, business offices 
specify it, artists love it. There is no general pencil 
eraser like it in the world! 


Write for free sample. 


THE ROSENTHAL CO., 45 E. 17 ST., N. Y. 3 


| 


$245" 


*Plus Federal | 
Excise Tox 


Model 24 Lettergraph—idea! for | 

duplicating with black or colored inks. 

inked from outside . . . no ink touches the 
rotary cylinder. No fuss—no muss. 

Perfect registration produced by the sturdy and 
compact Model 24 Lettergroph means 

better printing from post cards to letter 

size. Operation and adjustments are quick 

and easy, and the surprise low price makes 

it your best buy in rotary duplicators. 


Write for Complete Catalog 


Offered by Leading Dealer's Everywhere 


‘S THE HEYER CORPORATION 


; 1848 South Kostner Avenue * Chicago 23, U.S.A. 
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See the Revolving C-Thru Display 
At Your Local Stationer 


il 


RULERS - TRIANGLES + NAVIGATIONAL INSTRUMENTS + STERCILS - PROTRACTORS - OTHER DEVICES 


CTW A2Z¢ 


HARTFORD, CONN., U. S. A. 


Nothing New... but Improved Lines 


NON 2-DRAWER 
py 3-DRAWER 
L 4-DRAWER 
NA) \ LETTER 
AND 
LEGAL 


4 ALL GAS & 
BALL- BEARING 
siesins an SPOT WELDED 
EACH DRAWER GRADE “A” 
OLIVE GREEN QUALITY 
OR HARDWARE 
wentugpetnenntd HEAVY GAUGE 
BAKED ENAMEL FURNITURE 
FINISH STEEL 


eo. KEYSTONE @ 


STEEL EQUIPMENT ke ane 
15 LOMBARD ST., PHILA. 47, PAd, 


Also a Complete Line of Steel Storage Cabinets, Wardrobes, 
Combinations, Desk and Counter Highs and Utility Units. 
Write for Literature, Prices & Dealer Discounts 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering 
new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing and 
reputation). The procedure of highest ethical standards, is individyal. 
ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present fositiog 
protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg, 
Buffalo 2, New York. 


QUALIFIED MEN’ whose earnings have been $3,000 and up. . This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and negotiating for satisfactory cha, positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, 


Position W ‘anted—Male 

Ou NG M. AN with education and background in the field of economics 
and management, with more than four years of field exper 

analysis and personnel precedure is interested in establ 
term connection with a company or organization. Can o 
strated talent for writing and trend analysis work. Salary open to 
discussion. OM-49. 


Help W anted—Female 


COMPTOMETER OPERATORS available for temporary emergencies. 
hey do not go on your payroll. General Calculating Service, 8 Broad- 
way, New York, N. Y. 


EXECUTIVE “ASSISTANT—Right | hand to a busy executive. Wide 
diversified experience in management of office, purchasing, Production, 
sales, personnel. Knowledge of engineering, blueprints, securities. 
Carable of handling outside negotiations. A find for a wide awake 
organization seeking a reliable, loyal and hard working person who 
desires to become an asset. Available now at a starting salary of $3,900, 
OM-43. 


For Sale or To Buy 


FOR SALE: 1—14” Direct Process ‘“‘Ditto” Duplicator Model 14D43 


Fluid Process. _ In Good Conditi on. OM-51._ Pore be: 
FOR SALE: International Electric a Denominator serial No. 6950, 
Nine Bank—$250.00 Remington Rand Microfilm Reader 1944 Mode 
—$100.00 OM-52 

FOR SALE: Dalton Posting Machine in good condition, Model &90V, 
Serial No. 8—102340. Write Tennessee Eastman Corporation, Chemi- 


cal Sales Division, Kingsport, Tennessee. 


Services Wanted 


ADDING MACHINE REPAIR Shop wanted to handle local service 
contracts of well known electric adding machine. Opportunity to also 
act as sales agent. Write Room 802-C, 210 Fifth Avenue, New 
York 10, N. Y 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyrig ght; call or 
send me your sketch or model. Confidential advice, literature. H. 
POLAC HEK, 1234 Broadway, New York City. 


i 


MAILING TUBES « WRAPPERS 


The tighter you roll the tubes—the stronger they are. 
FORMERLY MANUFACTURED BY 


International Mailing Tube and Wrapper Company 


AMES SAFETY ENVELOPE COMPANY 
SOMERVILLE MASSACHUSETTS 


Work In Comfort! 


Enjoy one of our 


WOVEN 
PLASTIC TOP 


OFFICE CHAIR CUSHIONS 


Two inch rubberized hair pad, equipped with zipper. 
Attractive, long-lifed. 
Size 2" x 15 x 1694"—$3.95 each, plus postage. 
Prices on other sizes and quantities on request. 
Satisfaction guaranteed or money refunded. 


P. E. FIELDER MANUFACTURING CO. 


405 East Whaley Street Longview, Texas 
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VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


Write for Prices 


Heineman Office Equipment Co. 


4N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


TWO DRAWER LETTER | 
FILE ON BASE | 


The Build-Up Unit 
16" Deep, 30!/." High 


Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 


ART STEEL SALES CORP., 


170 West 233rd Street, New York 63, N. Y. 


FUTURA GREY 


~~ DURASHIELD ALL-PLASTIC 
{izzx00)) in-and-out Time Indicator Board 


oF. can. 


SIMPLE TO OPERATE—CAN 
ACCOMMODATE AS MANY 
NAMES AS DESIRED IN 
MULTIPLES OF 10. 


If your stationer cannot supply 
you, write us direct. 
10 name Board as shown, $6.95 ea. 


20 name Board, with holder, $12.95 
ea, 


Plastic 


FABRICATORS CO. 
440 Sansome Street 
San Francisco 11, Calif. 


x 10" 


Size 8!/2"' 


Remington Rand Visible File —solidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World’s Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


UHIVERSAL oss sour s.m6 
‘The House that Confidence Built” GR-3-3741 


July. 1949 


Electrically welded throughout. | 


ONE-TIME CARBON INTERLEAVED FORMS 


Consolidate your various forms for one typing! Use 
of Snapeasy one-time carbon interleaved forms saves 
typists’ time, eliminates error, simplifies by standard- 
izing, insures legibility, and speeds up office routine. 
We willingly adapt Snapeasy forms to your own needs. 
No “minimum order” is necessary. Send us your forms 
for advice and an estimate — today! 


Write Dept. OM.12 


The ARTHUR J. GAVRIN PRESS, Inc. ee 


50 WEBSTER AVENUE ¢ NEW ROCHELLE, N. Y. 


p FOUNTNBRUSH and INKS 


You'll find dozens of uses in the office 
for the Flo-master FOUNTNBRUSH 
Use it for addressing and labeling 
packages . . . file indexing . . . 
dating, proof-reading and script 
marking .. . chart, graph and 
map records, etc. Flo-master 
Ink dries instantly ... 

available in eight transparent 
colors. Valve-controlled — 
Leakproof. Interchangeable nibs 
permit fine or heavy marking. 
Flo-master Set with 3 nibs 
and ¥% oz. bottle Ink — $3.50 


Order from 
your dealer 
today. 


ADO) Cushman & Denison Mfg. Co. © 
135 West 23rd Street, New York 11, N. Y. 
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_Announcement 


EXTRAORDINARY! 


807'/2 


Upholstering is new Taylor 
Saddle Leathers available in 6 
attractive colors. Chairs can 
be upholstered in Fabrolite, if 
desired. Your choice of wood 
finishes. 


“Mail 
attached 
coupon 
today 


A NEW 


Economy Priced 
Upholstered 
Threesome 


by Taylor 


A new low price upholstered 
line for executive offices, small 
private offices and all general 
office use. This new 800 line 
threesome is built for the dis- 
criminating buyer. 


Three numbers in lower price , 


bracket. These new chairs 
are outstanding in the versa- 
tity of their styling de- 
signed to harmonize with all 
traditional and modern desks, 
both steel and wood. 

Choice of Upholstery and 
Finishes. Frames are genu- 
ine walnut or quartered white 
oak. Cushioning in quality 
coil spring. Upholstering is 
new Taylor Saddle Leathers 
available in 6 attractive colors. 
Chairs can be upholstered in 
Fabrolite, if desired. Your 
choice of wood finishes. 


TheTaylor Chair Company 
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Only Famous 


STEEL AGE 
quality 


gives you so many features— 
at such a 


low price 


People who pour through mountains of tabu- 
| lating cards every day will welcome this out- 
standing STEEL AGE file—for it really simplifies 
work and streamlines procedure. Besides the 
smooth, effortless ball bearing operation and the 
easy accessibility of the entire length of each 
drawer, you'll like the big 78,000 card capacity, 
the easy removal of the deawens for portability, 
and the high drawer sides that permit stacking 


‘Here's the TABULATING FILE 
that gives you the most 
for your money ! “ 


without damage to the tabulating cards. 

The STEEL AGE tabulating file is a Corry- 
Jamestown pioneering achievement. The skilled 
design and sound engineering, the use of top- 
grade materials, and master craftsmanship have 
made STEEL AGE the quality tabulating file on 
the market—and it sells for an outstandingly low 
price! @ See this outstanding tabulating file at 
your office furniture dealer’ s... today! 


——- CORRY—JAMESTOWN | 
MANUFACTURING CORPORATION * CORR fom: 
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Good to Look at... 


A Joy to Use... 
A Gem to Own 


i 
Tip 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
»..not shaded or blurred. 


gh 
: iia 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


Yprdevw00d.. vv vewurres 


Urge your boss to buy you an Underwood | 


All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing .. . all day! 


— coe 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon: 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation | 


Typewriters ... Adding Machines . .. Accountins ; 
Machines... Carbon Paper... Ribbons | } 

and other Supplies. Lt 

One Park Avenue New York 16, N. © 
Underwood Limited, 135 VictoriaSt, 67% 


an 
Toronto 1, Canada UNDERWOOD 
Sales and Service Everywhere Vorwe® 
R > F THE WORLD 
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